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TO THE READER

Scientology is a religious philosophy containing pastora
counsel i ng procedures intended to assist an individual to gain
greater know edge of self. The M ssion of the Church of
Scientology is a sinple one - to help the individual acheive
greater self-confidence personal integrity, thereby enabling
himto really trust and respect hinself and his fell ow man. The
attai nment of the benefits and goals of Scientol ogy requires
each individual's positive participation, as only through his own

efforts can he achi eve these.

This is part of the religious literature and works of the
Founder of Scientology, L. Ron Hubbard. It is presented to the
reader as part of the record of his personal research into Life,
and shoul d be construed only as a witten report of such
research and not as a statenent of clains nade by the

Church or the author.

Scientol ogy and its sub-study, Dianetics, as practiced by
the Church, address only the spiritual side of Man. Although
the Church, as are all churches, is free to engage in spiritua
healing, it does not, as its primary goal is increased know edge
and personal integrity for all. For this reason, the Church does
not wi sh to accept individuals who desire treatnent of physica
illness or insanity, but refers these to qualified specialists in

ot her organi zati ons who deal in these matters

The Hubbard El ectroneter is a religious artifact used in
the Church confessional. It, in itself, does nothing, and is used
by Mnisters only, to assist parishioners in |ocating areas of

spiritual distress or travail

We hope the reading of this book is only the first stage of e

personal voyage of discovery into the positive and effective
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1960 Accounts Policies - Banking

1964 HCO Book Account

1965 Fi nancial Mnagenent - Buil ding Fund Account
1965 Finance - Org Accounts - Building Fund Account
1965 Currency Regul ati ons and 10%

1965 Reserved Paynent Account

1965 Cancell ation of 19 Jan. 1965

see -

see -
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342
342

343

343

343
344
346

23
347
347
582
247

583

147
10
162
32
37
164
44
47



Nov. 1965 Financial Planning - Bank Reconciliation Section 49

May 1966 Reserve Fund 169
June 1966 Signatories on Bank Accounts see - 348
Aug. 1966 Correction to HCO Policy Letter of 13 June

1966 see - 348
Apr. 1968 Signatories on Bank Accounts (cancels 13 June 1966) 348
May 1968 Reserve Fund (reissue & anendnent to 3 May 1966) 175

June 1968 Commpdore and Founder as Signatory on Every Bank
Account (nmodifies 1 Sept. 1966 & 2 Apr. 1968) 348
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25
27
13
23
19
20

26
21

13

30

25
21

11

12

RECORDS AND AUDI TS

Apr. 1959 Jack Parkhouse Wites from South Africa 349
Sept. 1959 Accounting Records and Bills 350
Jan. 1960 Accounts Policies 9
June 1960 Accounts Procedure 351
Nov. 1961 Accounts - Bank Statenents 15
Jan. 1965 Finance - Org Accounts - Building Fund Account 37
Jan. 1965 Currency Regul ations and 10% 164
Mar. 1965 Purchase Order Filing 43
Apr. 1965 Cancellation of 19 Jan. 1965 47
Dec. 1965 LRH Financial Relationships to Orgs 51
Jan. 1966 Accounts, Invalidating 352
Jan. 1966 Records of Bank Deposits 353
Jan. 1966 Accounts Procedures 23
June 1967 Scientology Orgs Tax and Bal ance Sheets 63
Jan. 1968 Chartered Accountants 353
Xi i
SUPPLI ES, KEYS, EQUI PMENT
Aug. 1959 Cost of Supplies (HCOB) 354
Jan. 1960 HCO Inventories 355
Feb. 1960 HCO Keys 356
Mar. 1961 Supplies of Central Organization Fornmns 356
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1961 GCeneral Ofice Oders - Supplies

1964 The Equi pnent of Organizations

1965 Heed Heavy Traffic Warnings Vol. O -
1965 Scientology Org Uniforms Saint Hill

1965 Supply Oficer

1965 Keys

1965 Equi pnent

1965 Reporting of Theft and Action to be Taken

1966 Leaving Post - Witing Your Hat Vol. O -
1969 Disposal of Org Assets

The materials in this volume are listed mainly in
of appearance. Additionally, some policies are

in nore than one section (with page nunbers in
s), as they deal with nore than one area of

i on.

vant policies fromother COEC vol unes are al so

, With volune and page nunbers in italics

npl ete date order index appears in the back of

ok, starting on page 366
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YOUR POST

in a Scientology Organization isn't a job. It's e

trust and a crusade.

e
ba

an

W're
n and

ck to

If we

ot her

free men and wonen - probably the last free
worren on Earth. Renenber, we'll have to cone

Earth sone day no natter what "happens" to us.

don't do a good job now we nay never get

chance.

357
358
111
360
362
363
363
364

70
365



Yes, |'msure that's the way it is.

So we have an organi zation, we have a field we nust

support, we have a chance.

That's nore than we had last tinme night's curtain

began to fall on freedom

So we're using that chance.

An organi zation such as ours is our best chance to get

the nmost done. So we're doing it!

L. RON HUBBARD

[Og chart]

ORG
ORG EXEC SEC

DI SSEM NATI ON DI VI SI ON

2 DI SSEM NATI ON SECRETARY

DI SSEM NATI ON SEC. SEC.

UNDERSTANDI NG ENLI GHTENMENT

Department 5 Departnent 6

DEPARTMENT OF REQG STRATI ON

Director of Registration

TREASURY DI VI SI ON 3
TREASURY SECRETARY
TREASURY SEC. SEC.



ENERGY ADJUSTMENT

Department 7 Departnment 8

DEPARTMENT or DEPARTMENT OF .

| NCOMVE DI SBURSEMENT

Di rector of

Di sbursenents

TECHNI CAL DI VI SI ON
TECHNI CAL
SECRETARY

TECHNI CAL SEC. SEC

1
ACTIVITY
Departnment 11
DEPARTMENT OF
TRAI NI NG
Di rector of

Trai ni ng

BODY PREDI CTI ON
Department 9 Departnent 10
DEPARTMENT OF DEPARTMENT NT OF

RECORDS, ASSET TECHNI CAL
& MATERI EL SERVI CES

Di rector of Di rector of
Records, Assets Techni cal
& Materi el Servi ce

DEPARTMENT OF
PUBLI CATI ONS



Di rector of

Publ i cati ons

Copyright (c) 1965, 1969
by L. Ron Hubbard
ALL RI GHTS RESERVED

HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 26 AUGUST AD9

CenQOCon

[ excerpt]

PROMOTI ONAL FUNCTI ONS OF DEPT OF
ACCTS

Accounts is commonly so snowed under wi th Bookkeepi ng and Prop
income that it doesn't think of itself as a pronotional unit. But
it is. Snappy and accurate accounting, quick and accurate and even
tough rendering of statenents is all pronmotion of a sort. W are
accustoned to thinking of an Accts Dept as being figure-figure
non-reach sort of department but this is far fromtrue. (That's
figure-figure.) Accounts is pronotional just by rendering bills
properly and on schedule. And they're pronotional by naking sure
the public contributes to the organi zation in noney; by thoroughly
backing up the PrR, Accounts does a | ot of pronotion. Further
there is another thing that an Accounts Dept can do in the pronotion
[ine. We are usually undermanned in the Accounts Dept and sel dom
realize that lack of people in it is one of the nost foolish
econom es we can nmake. it's lack of people in the Accounts Dept

rather than | ack of willingness that keeps our Accounts in a turnoil.



There shoul d be one person on Statenents, one person on Current
Bills book and one person on Prop Incone breakdown even if one or
two of these people are part-tine. If there are three - and there
shoul d be - part of the work of each would be pronotion as foll ows:
Statenments - noticing that credit is good on sonme person in the

St at ements book, should wite and tell the person so and give a
list of such people to the Dir of PrR Current Bills, who should
handl e purchasing and filing too, probably, has a public relations
function in handling the nerchants with whom we deal and getting
theminterested in what we are doing rather than allowi ng a purely
trade rel ationship to exist. Prop income, who al so usually does the
i nvoi ci ng, has a pronotion function in naking sure that the receipts
get back to the payee along with sone kind of pat on the back for
hel pi ng Sci entol ogy along. MONEY is the attention unit of this
society. Alot of Scientologists say 'how nercenary' when | start
tal ki ng about nobney. They don't believe in it to the degree that
they don't want to attract any attention personally. And that's

the crude truth. We've got to get over that attitude. The compnest
sense tells us that if we had enough noney we coul d advertise and
build and hire our way straight up the line ten tinmes as fast as

we are doing. Well one of the ways we fail is to fail to use noney
as a promotion factor and to fail to fully utilize conmercial
transacti ons and nonetary exchanges as pronotional avenues. Think
that over and buy the Dir of Mteriel the new building he wants and
see how they start crowding in. The Dept of Accounts is our nost

negl ected pronotional sphere and this we nmust overcone.

L. RON HUBBARD

LRH: brb.rd
Copyright (c) 1959
by L. Ron Hubbard
ALL RI GHATS RESERVED

[ Excerpted from HCO P/L 26 August AD9, Pronotional Functions
of Various Depts. A conplete copy is in Volume 7, page 135.]



PURPCSE
DEPT OF ACCOUNTS
[ From HCO Policy Letter of 27 Novenber 1959,
Key to the Organi zational Chart of the Founding
Church of Scientol ogy of Washi ngt on DC|

To keep the business affairs of the organization in good order
to maintain the good business repute of the organization and to see
to it that the business activities of Scientology are up to date in

an excellent condition. To make sure that incone exceeds outgo.

L. RON HUBBARD

LRH:js.rd

Copyright (c) 1959
by L. Ron Hubbard
ALL RI GATS RESERVED

[A conplete copy of this Policy Letter is in Volunme 7, page 138.]

THE PROMOTI ONAL ACTI ONS
OF
TREASURY DI VI SI ON 3

(From HCO PL 20 Novenber 1965, The Pronotional Actions
of an Organi zation. These are given conplete for all divisions

in Basic Staff Volunme 0, starting on page 84.)

41. ORGANI ZATI ON SECRETARY - Co-ordinates and gets done the

pronotional functions of Division 3.

42. DEPARTMENT 7 (Dept of Incone) - Persuades paynment of cash

or increase in purchase whenever possible.



43a. Coll ects outstanding notes by nonthly statenents.

43b. Coll ects outstanding notes through Field Staff Menbers via

44,

45.

46.

47.

48.

49.

50.

Dept 17.

Gets all mail orders invoiced and/or collected so they can be

shi pped at once.

DEPARTMENT 8 (Dept of Disbursenent) - Keeps bills paid in such

a way that the org is in excellent credit repute. (Pronbtes with

good credit rating.)

Gets salaries accurately and punctually paid to keep staff happy.

DEPARTMENT 9 (Dept of Records, Assets and Materiel) - Gets proper

quarters to nmake the org | ook good, whether for nonentary or

per manent use for all divisions.

Keeps materiel of org bright.

Acquires reserves to give a reputation of stability to org.

Keeps staff clothing issued and in good order (in those orgs

provi di ng uni forns).

L. RON HUBBARD

HUBBARD COVMUNI CATI ONS OFFI CE

Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 30 SEPTEMBER 1965

STATI STI CS FOR DI VI SI ONS
[ Excerpt/

Og Division 3 -



Credit collections vs Bills paid.

It will be seen that gross inconme is established by many in the
Org but collections as a special incone is purely the Og Division's.
Bills paid require gross noney in, so reflects the gross - no noney
in, no bills paid. This is a dual statistic which shows the industry
of the Division in general. It even touches materiel as no bills
pai d equals no supplies. Mnies paid into Reserve Paynent do not

count as Bills Paid.

L. RON HUBBARD

LRH:'mM . rd

Copyright (c) 1965
by L. Ron Hubbard
ALL RI GATS RESERVED

[Note: A conmplete copy of this Policy Letter can be found in
Vol ume 1, page 328.]

HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 30 SEPTEMBER 1970
I ssue 11
Rem meo
Treas Secs
Dir incone
SO & Scn

CREDI T COLLECTI ONS
DEFI NED

CREDI T COLLECTI ON i ncl udes



1. Monies collected for services given on credit.

2. Monies coll ected on bounced checks.

3. Freel oader coll ections.

4. Col lection on any anbunt OAED to the org for

sol d. (Not advance paynents.)

I ndustrious collection action by Div Il

service or itens

it represents.

Any Treas Sec reporting a CREDIT COLLECTION stat differently than

as above nust take this definition and advise CS-3 at once of the

date and any graph change resulting,

acC

LRH: VP: sb. ka. rd
Copyright (c) 1970
by L. Ron Hubbard
ALL RI GHTS RESERVED
1. Credit Collected

2. Bills Paid.

Lt. Vicki Polinmeni
CS-3 for

L. RON HUBBARD Founder

HUBBARD COVMUNI CATI ONS COFFI CE
Saint Hill

with carbons to Cont and WV

Manor, East Ginstead, Sussex

HCO POLI CY LETTER OF 5 FEBRUARY 1971

| ssue V

ORG GRGSS DI VI SI ONAL
STATI STI CS



REVI SED
[ Excerpt/

TREASURY DI VI SI ON 3

Credit Collected is defined in HCO Policy Letter 30 Septenber
1970, issue Il - Credit Collections Defined.

Bills Paid includes all org bills, including materiel. Mbonies

paid i nto Reserves do not count as Bills Paid.

LRH: HE: nes. rd
Copyright (c) 1971
by L. Ron Hubbard
ALL RI GATS RESERVED

[Note: A conmplete copy of this Policy Letter can be found in the
1971 Year Book.]

HCO Ai de for L.
RON HUBBARD

Founder

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 12 MARCH 1971
I ssue 11
Rem nmeo SO & Scn Orgs
Treas Secs Starrate on
all Div 3 Staffs OC

TREASURY DI VI SI ONS GDSes
ALL ORGS
(AMENDS: HCO PL 30 Sept ,65, "Statistics for



Di vi sions", HCO PL 5 February 1971 - Issue |, "All
Orgs, O C Cabl e Change", HCO PL 5 February
1971
Issue V, "Org Gross Divisional Statistics Revised",
and HCO PL 8 February 1971, "Handling of
Bounced
Checks and Refunds", page 2, para 2. CANCELS
HCO PL 30 Sept' 70, "Credit Collections
Defi ned".)

Effective for ALL ORGS, SO and Scn, FEBC orgs and others, the

Division 3 Goss Divisional Statistics are revised as foll ows:

1. TOTAL ADVANCE PAYMENTS AND TOTAL CREDI T COLLECTED FOR THE
VEEK

2. TOTAL BILLS PAID FOR THE WEEK

3. TOTAL ORG MATERI AL AND LI QUI D ASSETS

ADVANCE PAYMENTS is defined as a paynment well in advance of

readi ness or arrival for service

CREDI T COLLECTED i ncludes collection for Qual Services and any
ot her services given on credit, Freel oader collections, and any

nonies ONED to the org for services or sales.

Credit collections and Advance paynents are plotted separately on

the sane graph.

BILLS PAID include all field creditor bills, and staff salaries
pai d, but does NOT include FSM Conmi ssions paid, as these are

reported separately as a Public Div stat.

ORG MATERI AL AND LI QUI D ASSETS include all org reconcil ed
bal ances, any cash on hand, value of properly inventoried assets,

properties and material, and val ue of bookstocks and inventoried



supplies.

The asset value of any itemis evaluated against its purchase

price, its present state and condition, and annual depreciation.

FOUNDATI ON ORGS

A Foundation org, where one is operating al ongside a Day org,
will only report its TOTAL ADVANCE PAYMENT AND CREDI T COLLECTED
stat on its OC cable, as the two other GDSes are shared with the

day org and need not be reported.

O C CABLE REPORTS

Ef fective for the week beginning 8 April 1400 and ending 15 April
1400 1971 for the first report, and effective thereafter, the new
Div 3 GDSes are to be reported in the OC cable as follows: (Per
the HCO PL 5 Feb 71 "All Ogs-A C Cabl e Change").

After the Gross Incone figure:

Gross Incone / NEW Advance Paynents / Credit Collected / Bills
Paid / NEWOrg Assets / (Follow ng order of the cable unchanged.)

On the fourth week foll ow ng date of change and thereafter, the

OC Cable is reported as above, without the prefixes "NEW.

LRH: LQ HE: nt. rd
Copyright (c) 1971
by L. Ron Hubbard
ALL RI GATS RESERVED

HCO Ai de and
Treasury Aide for

L. RON HUBBARD



Founder

HASI SCUTH AFRI CA

HCO BULLETI N OF 9 NOVEMBER 1956

ACCOUNTI NG &
FI NANCI AL Accounting Department. To take care of:

NOT HCO POLI CY LETTER

ORI G NAL COLOUR FLASH NOT

GREEN ON WH TE

Mai nt enance of adequate | edgers for the corporations.

2. Filing of tax returns

3. Preparation of Profit and Loss and Credit statenents

4. Supervision and preparation of bills, of collections on notes

owed to the organizations, and subm ssion of a nmonthly statenent

5. Preparation of weekly pay checks for signature by Treasurer

6. Custody of notes and paid bills for the organizations.

L. RON HUBBARD

HUBBARD COVMUNI CATI ONS COFFI CE
37 Fitzroy Street, London W 1

To Al HCO Secretaries:

1. Al funds received from whatever source shall be scrupul ously

and correctly invoiced on a triple-copy invoice machine.

2. Al nonies paid out shall be scrupulously and correctly



i nvoiced on a triple-copy invoice machine.

3. Al funds received shall be banked at the main bank HCO
account. No funds may be withheld for expenses and no funds nmay be

wi thdrawn from cash for any charge or any energency of any kind.

4. Al cheques are to be signed only by signatories authorized by
LRH. No new accounts nmay be started except by mandate fromL. Ron
Hubbard. Al bills are to be paid by HASI - except Petty Cash itens
for HCO

5. Al financial policies to be valid nust bear the signature and
seal of L. Ron Hubbard.

6. Tax Accounting is to be done entirely by a well-reputed
accounting firm All data in the formof copy in and out invoices
is to be forwarded to themand all books are to be subnitted to
themquarterly for auditing. Any action they wish to take nust be

reviewed by L. Ron Hubbard before being put into effect.

7. The account system as outlined by LRH above nust be installed
and followed meticulously. This is the HCO account system Please

follow it exactly.

8. The two invoice machi nes used by HCO shall contain conplete
records of all funds which have entered and exited fromthe office.
These shoul d be transferred quarterly to a ledger, in a single IN
and QUT colum system They are to be entered under various

categories for which a code systemis to be evolved. For exanple:
(a) 10%received fromHASI (b) Rent received fromHASI etc.
9. The policing of the HCO Accounts systemis done by HCO
Secretary, who is to ensure the above is executed at all tines and

to report to L. Ron Hubbard accordingly.

10. HCO Secretary is to ensure each Monday norning that the



correct cheque for the 10% of HASI gross income for the previous
week is paid to HCO, and recorded properly as above. Al so ensure
HASI rent is regularly paid and that the cheque is pronptly
deposited to the HCO bank account.

11. HCO may not | oan noney to any HASI or spend suns for HAS
bills. The above provisions have the status of |aw under US and
British corporation conmissions and failure to adhere to them can
bring about |egal or criminal action against an of fender or

conf eder at es.

Al'l persons connected with the finances of the HCO are required
to be alert to adherence of these policies to be accused of

collusion in case of |oss of funds.

BASI C FI NANCI AL
POLI CY
HCO

27 Novenber 1958

L. RON HUBBARD

copi es to:

Acct Dept

Di st Center

Maxi ne - invoice Acadeny
HGC

St eves

HCO Fil e

Ron

The income (white) disbursenent sheets of the Acadeny, the

Hubbard Gui dance Center, and the Founding Church for the past week



(3 sheets in all), must be on ny desk by 2.00 p. m, Monday.

NOT HCO POLi CY LETTER
ORI G NAL COLOUR FLASH NOT
GREEN ON WHI TE

FOUNDI NG CHURCH OF SCl ENTOLOGY
1812 19th Street N.W, Washington, D.C

FI NANCI AL PROCEDURE LETTER OF 11 MARCH 1957

I NCOMVE
REPORTS

Director of Training is responsible for the Acadeny Sheet, the
Director of Processing the Hubbard Gui dance Center Sheet, and

I nvoi ce Acadeny the Foundi ng Church Sheet.

The Distribution Center Inconme Sheet would al so be appreciated at

the sane tine.

The Di sbursenent Sheets of the Academny and Distribution Center
are made up by Accounting and shoul d be presented by Mnday

afternoon to ne.
LRH rd

Copyright (c) 1957
by L. Ron Hubbard
ALL RI GHTS RESERVED

L. RON HUBBARD

HUBBARD COVMUNI CATI ONS OFFI CE
37 Fitzroy Street, London WI

HCO POLI CY LETTER OF 6 FEBRUARY 1959



HCO ACCOUNTS
WORLDW DE

The following will be done to handl e Accounting Wrl d:

1. Apost will be created in the HCO O fice, London, called HCO

Account s.
2. This post will have as its function the receipt fromall HASI
Ofices the weekly incone report sheets, the bank statenents for

all accounts and a duplicate set of invoices fromeach office.

3. This post will check these reports, add all invoices, check

the proportioning of funds and check the bank statenents.

4. This post will report to the Director of Accounts, Wrld, the

accuracy or inaccuracy of all reports.

5. This post will have as its duty the presentation to the
Executive Director of all requests for sunms fromthe Building Fund
of the various organizations.

6. This post will also receive reports fromthe various
organi zati ons of HCOs concerning the recei pt and expendi ture of

funds fromall HCO accounts. This post will check sane.

7. This post will have as its Director the Director of Accounts,
Worl d, Mary Sue Hubbard.

LRH: mp. gh. cden

L. RON HUBBARD

HUBBARD COVMUNI CATI ONS OFFI CE



37 Fitzroy Street,

London W1

HCO POLI CY LETTER OF 5 JUNE 1959

Modi fi es previous directions

Convert
to Sec ED

I NCOVE REPCORT REQUI RED

The Association (Organization) Secretary is entitled to weekly

i ncome reports fromthe foll owi ng departments:

DEPARTMENT OF ACCOUNTS
Paynments on notes
Paynments on | oans

Payment s on nenber shi ps

TRAI Nl NG DEPARTMENT
Al |l student enrol nent fees

Al'l Extension Course fees

PROCESSI NG DEPARTMENT
Al'l preclear processing fees

Al testing receipts

PE FOUNDATI ON
Al l HAS student fees
Al Co-audit student fees

BOOK SECTI ON ( HCO)

Al mail order sales

RECEPTI ON

All across counter sales

These reports are made on a | arge sheet |abelled "Income Sheet"”

avai l abl e fromthe Departnent of Accounts or HCO WV



These reports are conpil ed by departnment heads after Thursday at
2.00 p.m on the week's incone ending then. They are due on the

Associ ation (Organi zation) Secretary's desk by Mnday, 2.00 p.m

The sheets are conpiled fromyellow invoice copies by the Dept

head or his deputy.

Penalty for mssing, inaccurate or inconplete sheets, week's pay

of departnent head held until sheet is submitted or corrected.

The Accounts departnent collects the sheets and pl aces them on

Associ ation Secretary's desk.

The Accounts departnent clips to these an official record of the

Bank deposits nade into all accounts the preceding Friday.

The Association (Organization) Secretary initials each sheet and
gives themto the Advisory Committee on Tuesday, the next day.

Advisory Conmittee nminutes are conpiled fromthese sheets.

| mredi ately after the Tuesday Advisory Committee neeting these
sheets are returned to the Accounts departnment by the Director of

Accounts or his deputy and are there bound into a pernanent record.

The yell ow i nvoice slips fromwhich these are conpiled, are
retained in their respective departnents and do not acconpany the

sheets at any tine.

L. RON HUBBARD
LRH: gh. cden

HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex



HCO POLI CY LETTER OF 27 JANUARY 1960
HCO Secs
Assn Secs
Div of Accts
of
Central Ogs

ACCQUNTS POLI CI ES

(Cancels Earlier Directives)

Rul es Governi ng Accounti ng

Al inconme from whatever source is banked intact. never drawn on

bef ore being

Al funds are disbhursed by cheque even when di sbursed agai n by

cash.

Al'l transactions are recorded in full, and all invoices and
di sbursenments are given any history known about them on the invoice
or the voucher. There is no reason for making accounts history a

matter of nenory.

Al'l financial receipts and di sbursements are reported weekly (by
Monday 2 p.m) by Accounts to the Org Sec or Assn Sec. These are
al so reported by Dept heads on their incone and di sbursenent

sheet s.
Al'l purchases require purchase orders before nade. |f a purchase
is made with no order or no okay on an order, the staff nenber

making it nust pay for it.

The accounts project is responsible for enforcing financia

policy on staff.

Current Bills



File

Every firmor person - even staff nenbers, has a place in our
accounts files in a separate file folder. One firmor person = one
folder. Al records, bills, letters, etc relating to such are
placed in this person or conpany's file. Any bank or other |oan has

its own file.

Cancel | ed cheques and bank statements are kept in their owm files
by account. But, where possible, a photostat of each cheque back
and front is made and filed with the firmfolder to which it was
i ssued. So are invoice and di sbursenment copies also filed as they

apply in these files.

A summary sheet of billing and paynents to one firmis kept in

the folder of that firm

These folders are retired to dead file each year when actually
dead.

Statenents Files

Each debtor of any conpany we are handling has his own file and

all papers related are init.

Al'l invoices and papers relating to such debtors are kept in this

file fol der

A statenment sheet is also kept in this fol der

A copy of the contract (photostat) is kept in this file. The

original is kept in a valuable docunent file in the safe.

This applies to any conpany, firmor person who sends us noney or

owes us noney.

I nvoi ci ng



(Note colours may be different in different areas of the world.)

Al nonies received are invoiced with full data.

paper.

The white goes to the payer as a receipt.

The yel |l ow goes to the Project Supervisor or person nost

i nt erested.

The red goes to accounts for filing in fol ders.

The blue stays in the nachine and is never detached fromits

consecutive pad of

I nvoi ces are used to sort out banking, reports, statenents, etc.

voucher.

Di sbur senent Vouchers

Al'l di sbursenments, whether by cash or cheque, are witten on a

di sbur senent

Payrol | vouchers are signed while still on the nachine by the

reci pi ent.

Cheque nunbers, a firms bill nunber, any data applying, is

witten on a voucher

The white goes as a conplenentary statenment to the firm
obviating letters or other papers. It is all that goes with the

cheque. (W keep al] bills).



A copy of the voucher goes to the Project Supervisor nost

i nterested.

A copy goes to Accounts for filing in the folder of the firmor

per son.

A copy remains in the machine and is not disconnected fromits

pad.

Banki ng

Al monies are placed in the safe at once they are invoiced and

are only renoved to be banked.

The Accountant is responsible for themfromthe nonent the nai

is delivered to himuntil they are banked.

The Account ant shoul d be bonded.

Al'l nmoney banked is recorded on deposit slips stanped by the
bank. These are filed then with bank records along with statenents

and cheques.

Col I ections done by the bank are recorded with new i nvoi ces and

nmust be sent to us by the bank

Adj ustnents and transfers in Accounts are subject to D sbursenent
Voucher recording and should be so recorded. These are done by

cheque, not letter.

Departnment Files

When a departnent head receives his invoices and vouchers, he
records these on appropriate sheets and presents themby 2 p.m
Monday, for the week passed, to the Assoc Sec or Org Sec who then

passes themto Accounts.



They are filed by Accounts in appropriate fol ders. Dept heads may

have access to these fol ders.

Accounts al so presents its own report.

Paying Bills

A cheque is made out on an account and is presented with the ful

folder on the firmor person to receive it.

The total of cheques is added up on separate slip.

Current bank statements are al so presented.

These itens are necessary to the paynent of any bill.

Al bills being paid by bankers order are recorded routinely in

the fol ders.

Bills being paid by cash require the initials of the Assn Sec or
O g Sec.

| ncone

Br eakdown

I nconme breakdown i s done weekly on appropriate sheets after
separating invoice copies into appropriate piles. Atape is run on
each pile. Atotal of all tape totals should equal cash in hand.
Cash is then banked in appropriate accounts as above. The papers
and all worksheets related to incone breakdown are filed in an

envel ope for that week.

CGener a

Al'l tapes of addition and other accounting records and all rough

comput ations are kept by Accounts and appropriately fil ed.



L. RON HUBBARD

LRH: js.rf.cden
Copyright (c) 1960
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 14 FEBRUARY 1961
[ Excerpt/
Cen O gs
Copy for each
Staff Hat

Not for Franchise

THE PATTERN OF A CENTRAL
ORGANI ZATI ON

Dept of Materi al

Headed by the Director of Material (Dir Mat) the Dept of Material
owns every Mest object including pieces of paper in the entire
organi zation and is responsible for its inventory, existence and

good repair and usage.

Material sets up and clears away roons, keeps the place clean,
mai nt ai ns everything, orders and supervises construction and even
procures new office or auditing space. If it's Mest, take it up
with Material. If it's service or significance or personnel, take

it up el sewhere



Mat eri al does all purchasing for the organization.

Pur chasi ng can be done only after a Dept Head and Assn Sec
approval on a purchase order, no matter how small the item The
greatest single threat to organization survival has been Purchasing
by Material w thout proper judgenent and authorization by purchase
order. Both Washi ngton and London have been all but crushed by this
function done wongly. Johannesburg, purchasing with bad judgenent,
wound up with very little material despite huge bills. Purchasing
is afine art and in Central Ogs a primary threat if done too
abundantly or wong. Purchasing can be so bad that the Organization
can go broke while acquiring nothing. Further, enough noney to pay
its bills and have things is a better index for necessary incone
than the unit. If the disbursenment fund is kept nore than adequate,
the unit will also be high. Financial managenent includes what is
to be bought. Wen it's okayed by the Assn Sec. Material can buy
it. But if Material, in liaison with Accounts, sees danger in
buying Material nust take it up with the Assn Sec with nore figures

even if the Assn Sec has already okayed it.

The bi ggest potential upset next to purchasing is "job
conmpletion". An Organization can be torn apart if each job,
started, is not finished before new jobs are begun. Unfinished jobs

can upset everything. They nust be avoi ded.

Mat eri al shoul d be given proper schedules of activities so that

roons can be set up or auditoriuns procured well ahead of schedul e.

Cleanliness of quarters is a public point of acceptance of

Sci ent ol ogy.

Dir Mat is a highly responsible job. It can nake or break an

Organi zati on.

Dept of Accounts

Headed by the Director of Accounts, the Dept of Accounts



recei ves, safeguards and expends funds in the Organization. No
ot her person can expend noney, though others can receive it if it

is pronmptly handed to Accounts.

Scientology Orgs had trouble with accounts until a specia
accounting systemfor Central O gs was devel oped. That systemis of
a vital nature to the Accounts Dept and nust be followed w thout

addi tives, ponderous |edgers, peculiar sub-systens or deletions.

A Sci entol ogy Accounts systemis sinple. It works It consists of

witing an
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i nvoice on a four-copy nachine for everything received and a
di sbursenment voucher on a four copy di shursenent machi ne for
everyt hi ng expended, even petty cash, with a conpleted statenent of

what Accounts knows of the expenditure.

The system consists of four files - one with a file for every
creditor, one with a file for every debtor, one with a conplete
file for every bank account and one with a file for every weekly

br eakdown envel ope.

A board with nails on it for pinning up invoices for every
category on the breakdown sheet and a book to put inconme sheets in

pl us an addi ng nachi ne and cabinets conpletes the entire system

Then if accounts will file every piece of paper, letter, invoice,
voucher and receipt that cones in in these files properly, anybody

can summari ze them and financi al nmanagenent becones possi bl e.

Monthly, on a nmineo sheet that bears the name of every creditor
all bills are listed fromthe Creditor file (not frombills mailed
in by firnms) added up and presented to the Assn Sec w th bank

statenments for his directions as to paynent.



owe us.

A simlar mnmeo sheet is nmade up of debtors each nonth and the

anounts t hey

Pay is paid not by cheque but in cash by the signature of the
staff nenber on a di sbursenent voucher that tells the whole tangled
story. Staff members each have a folder in the creditor file at the

back i n which copies of the voucher are filed.

A chartered or certified accountant can always do a quarterly
bal ance sheet for the Central Og rapidly fromthese files if they

are kept up and are as desi gnated.

We don't copy figures fromfigures into vast piles of day books,
| edgers, statenents and other nysteries unknown. The files are
these books. The | aw dermands records everywhere. These are the

records we want.

When people pay on their bills, invoice it, (send themthe white

with their next statenent) and file it in their file fol der.

Qur weekly breakdown sheet, showi ng gross and units, anounts
deposited to salary sum disbursenent account, building fund nust

be displayed to the staff each week on a staff bulletin board.

We are interested in conplete, orderly files and their individua
sunmation. That's accounting in Scientology. If the Accounts
Departnment is doing sonething else, they're still in the 19th

century when accounting was a vast nystery and managers went broke.
We have had good accounts and an easy life for Dir Accounts
everywhere the nmonent this whole systemwent in. Even governments

were satisfied.

Admi n Report Forns



Only one report (and its income sheet) is permtted per
departnent per week - except in PrR where each of its two sections

report.

We don't allow randomreport forns to develop in a Central
Organi zation. Everything anybody wants to know is on a dept's

single report sheet for the week.

HCO WNultimately receives all except income sheets.

L. RON HUBBARD

LRH: aecJs.rd
Copyright (c) 1961
by L. Ron Hubbard
ALL RI GHTS RESERVED
[ Note: Excerpted fromHCO Policy Letter 14 February 1961,
7.-he Pattern of a Central Organization. A conplete copy is in
Vol ume 7, page 147.]
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 23 NOVEMBER 1961

Central Ogs
Accts Depts

ACCOUNTS
(Modi fies HCO Pol Ltr of July 6, 1961, Accounts
so as to nake it suitable for use in Central

Ogs or City Ofices)

NOTE: I T IS NOT | NTENDED THAT THI S POLI CY LETTER SHOULD BE



PUT | N FORCE AT ONCE I N ALL CENTRAL ORGS. BUT | F ANY CENTRAL
ORG W SHES TO TRY THE SYSTEM QUT, THE ASSOC SEC SHOULD
REQUEST PERM SSI ON TO DO SO FROM L. RON HUBBARD. TH S POLI CY
LETTER QUTLI NES A SI MPLI FI ED SYSTEM OF ACCOUNTS WHI CH COULD
BE USED I N CENTRAL ORGS OR CITY OFFICES. IF TH'S SYSTEM I S
OPERATED, A QUALI FI ED QUTSI DE FI RM OF ACCOUNTANTS SHOULD BE
EMPLOYED TO MAKE A REGULAR QUARTERLY AND ANNUAL BALANCE

Two Accounts Divisions are instituted.

These are: The Incone Division and the D sbursenent Division

They are in separate areas and are run by different persons.

They nmust be kept separate.

I NCOVE
DI VI SI ON

The I nconme Division perforns the follow ng actions:

A folder is made for every organi zation or person who pays the
O g money. This includes HCO WV and ot her Scientology Orgs (if
applicable), and all these income accounts are kept in no other

pl ace nor by any other person

The I nconme Division sees that Statenents, pre-addressed by
Addr esso on proper envel opes, go out to each fol dered person or
organi zati on once each nonth. This statenent is a Thernofax copy of
the sunmary sheet in each folder, stuffed in these pre- addressed
envel opes. New addresses for this list are routinely forwarded to
Addresso Dept to be added to the nonthly list. Od addresses
wi thdrawn are also routinely passed to Addresso to be deleted from

the plates or stencils.

No | edgers are kept by the Incone Division. No notebooks or

journals are kept. Al data is retained in fol ders.



Each fol der has a summary sheet for Thernofaxing. Al accounts

are witten on this sheet.

Al invoicing is done by the Incone Division

Di vi si on.

Notice of all bank paynents paid in, and all bank statenents, go

to the Incone
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When invoicing, mark each invoice for what it is - Processing,

Trai ni ng, Books, etc.

White Copy (top copy) goes as receipt in the next statenent

mai | i ng.

Next copy goes to departnent concerned, and thence to C/ F. Next
copy goes to basket for Income Summary, and when summaried is filed
in folders. Final machine copy is retained as inconme sumary, not

torn but kept consecutive.

On Monday foll owing a week, the basket copies are sorted into

boxes:

Processing, Training etc. Each box is totalled and given an
addi ng machi ne tape which is marked Processing, Training, etc. The
tapes are then totalled and nmarked; the cash deposited or received

in the bank nust equal the final total

These tapes are stapl ed together and passed to the Registrar,
Assoc Sec (Org Sec) and HCO Sec. as incone information. Wen
returned to Income Division they are stapled to the nachi ne Copi es.
These are put in an envel ope, dated for the week and filed. This is

total accounting record.



The basket copies are now filed in the folders and each figure is
entered on the statenments sheet in the folder. The filing is done
all at once. Once a nonth the Statenents Sheets are brought to date
fromthese invoice slips. Wen a slip is put on the Statenents

Sheet an X is put on the invoice slip to showit is entered.

It does not matter if all statements are up to date when
Ther nof axed for mailing. Bring themroutinely to date as a
continuing activity, not in a nonthly rush. Folder Statenents
Sheets not up to date one nmonth as to debit and credit will be up

to date the next.

The fol der Statenents Sheets are mneoed in general and |ettered
in particular - i.e. they can be mneoed in quantity in a
generalized form but they nust be filled in in detail. Mke sure
that the mineo ink and the ink or type used is capable of being
copi ed on the Thernofax machine, as this machine will not copy

wat er based i nks.

On invoicing books (if this is done by Incone Division), this is
the first operation of the day. The invoices go at once by hand to
Shi ppi ng so books may be nail ed sane day. This is a rush invoice

item

Fol ders are filed al phabetically by class, which is to say other
Orgs forma group, individuals forma group, bookstores forma

group, etc.

It is the responsibility of the Inconme Division to know what the

Ogis owed and to see that it is collected.

| f Di sbursenent Vouchers, bank slips, etc are sent by debtors,
they are never entered on the Statenents Sheets. They are kept in
the folders, for information only. Only noney received in the bank

is entered.



The income report fromthe Income section also includes the
amount shown on the |last statenent for each bank account. There is
no further attenpt to bal ance cash deposited but not shown on
statenent, or cheques issued but not cashed in by the person or
firmwho received them This weekly report is the Money on Hand
report. It goes to the Assoc Sec and the HCO Sec. It is then filed
with the week's incone report. It is conpiled and despatched when
all statements for the week are in. It is not attached to the
I ncome report but is separate. In practice, if convenient, it could

be so attached.

The I ncome Division retains and has all invoicing machi nes but no

Di sbur senment nachi ne.

The I ncorme Division makes all deposits of cash and cheques into
t he bank.
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DI SBURSEMENT Di VI SI ON

The Di sbursenent Division has the responsibility of correctly
di sbursing the money of the Org, such as bills, wages, nortgage

payments, etc.

Each creditor, including staff nenbers, has a red folder. Each

folder has a statenents sheet in it

Whenever a cheque is disbursed or a wage or cash is paid out, a

Di sbursenent Voucher nust be witten giving all particul ars.

The white Voucher (top copy) is sent or given to the creditor
the next copy is filed in the statenments fol ders. The next copy
goes to Central Files (if applicable). The nmachi ne copy is retained
unseparated and filed in an envel ope dated as of the week

di sbursed, in a block



The copy of the Di sbursenment Voucher for filing is placed in a
basket for filing and then is filed without entering it at that
time on the Statenments Sheet in the folder of the firmor person

di sbursed to.

Al incomng bills are placed in a basket along with the
Di sbursenent Vouchers. They are all filed at once at the sane tine
as the Disbursenent Vouchers. They are not entered on the

St atenents Sheet at that tine.

Once each nonth mininum or every two nonths maxi num the
folders' Statements Sheets are brought up to date. This is a
routine and continuing action. Al debits and credits are entered

on the Statenments Sheet. These sheets are kept in the fol der

When a Di sbursenent Voucher or a conpany's bill is entered on the
Statements Sheet a large X is drawn on it. It is returned to the

f ol der.

These fol ders when brought up to date are brought up on the

not-X ed bills and vouchers.

The Purchase Orders are filed in these folders and bills are

checked agai nst them

Di sbursenment is from30 to 60 days on bills.

Wages are preferably paid by cheque. Each cheque issued for wages
or bills nmust be witten on a Di shursenent Voucher. Persons
recei ving wages do not have to initial or sign the voucher. They
receive the white copy (top copy). The Folder copy is filed in
their folder. Their pay books, etc are kept in their folders, not
in any separate file. The Governnent has a folder of its own, one
for each departnent of the Governnent to which we pay out. O her
pay papers than in the folder are kept in the Governnent folder for
pay. This folder is filed adjacent to the pay folders of staff.

There nust be no | oose tables, folders or booklets kept anywhere



but in fol ders.

BANK STATEMENTS are filed in folders provided for the banks.
There is one folder for each bank account. The cheque books are in

the sane file drawer but not in the folder

Cancel | ed cheques are filed | oose in the bank's fol der for each
account until a cheque book is enpty. Then each cheque is scotch

taped, not stapled, to its counterfoil

Counterfoils are kept only in date, and no other data (not even
amount ), as Di sbursenent Vouchers are used for record, not

Counterfoils.

Cheques may not be taped into cheque books in use, neither voided

nor cancel | ed cheques.
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There is only one report, and that is nonthly. M nmeographed
sheets carrying the nane of each conpany to whom we di sburse are
marked with the [ ast debit figure on the statenments sheet and how
long the anpbunt is owing. It is expected that all such statenents
will be brought up to date before the monthly report is made. This
report totals all bills owi ng. Wen executive directions are given
on them cheques are issued as directed against this nmonthly

report.
There are no other reports except when requested for sonme firm
SUMVARY
The Di sbursenent Division makes no income reports on
reconciliation of bank statenents. The Inconme Division nakes no

reports on Disbursenent.

Every quarter an Accountant audits the books and subnmits a



quarterly report in sunmation form He does not nake books. The | aw
requires records to be kept. We keep records. Actually we keep

books as above, but their pages are fol ders.

H STORY: The bugbear of accounting is the failure to record all
one knows about each transaction. An executive is |later expected to
renmenber it all and spend two or three weeks going over tangled
accounts with each audit. This is circunvented by witing all you
know about the transaction on the Di sbursenent Voucher or on the
Invoice. We are at this witing being a ot too brief on our
Hi story. If you know sonethi ng about the transaction related to
what it's for and why, or what's odd about it, put it on the
I nvoi ce or Disbursenent nachine, not in a dispatch or in nmenory.
Exanmpl e: Joyce Bibbin orders o worth of books but sends o8.10.0.
She wants us to retain od.10.0 for a future purchase. Make out one
invoice for o2.0.0 and one for od.10.0 but say on each what and why
and that it came out of a3.10.0.

Al'so, if you know a purchase was for sone particul ar purpose or
departnent of the Organization, put it on the Disbursenment Voucher
when the bill is paid. This way we'll not be racking our brains,

and can have an audit without the place being torn down.

The person doing the audit should do it on the spot, on our

prem ses. Do not part with folders and records

Al'l correspondence relating to a firmor person and all data on
that person is kept in the sane folder. There are no 'Busi ness

Files'.

L. RON HUBBARD

LRH: esc. cden
Copyright (c) 1961
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 6 MAY 1964

St hi |

Cen 4 copies

to each Og
ACCOUNTS
POLI CI ES

There are two sections to the Accounts Departnent. One is the

i ncome Secti on.

The other is the D sbursenment Section

THE | NCOVE SECTI ON

The income Section invoices all nonies received on the
appropriate machi nes and desi gnhates what each amount is for. Suns
received in one cheque for two or nore services are made into two

or nore invoices.

A copy goes to the appropriate service unit in the O ganization
delivering the service being paid for. Another copy goes to the
custoner's folder in Central Files. Another is retained by accounts
for the weekly sunmmary. The original goes to the custoner as a

recei pt. lInvoices nust be very |egible and conpl ete.

The noney goes to the bank each week. The bank receipts, a copy
of every invoice for the week and appropriate addition tapes for
each type of purchase, are all packaged together and subnitted
weekly to the Treasurer, Ms Hubbard, for review, or in other Ogs

to the financial manager



The accounts week closes at 2.00 p.m Thursday, at which tine a

new accounts week begi ns.

The I nconme Section also posts all receipts in | edgers starting

January 1, 1964, one for each conpany concer ned.

The i ncone Section al so furni shes breakdowns of incone of various

types when required.

The I ncome Section keeps a firmrecord of every debtor and a file
on each debtor. These files are kept up to date and contain the
full picture of what we are owed by everyone in detail. Al related

correspondence is filed in the incone Files.

The I ncome Section sends out nmonthly formal statenments to each
debtor. On those who are consistently delinquent the Incone Section
originates collection letters and also reports the full details to
the Treasurer, Ms Hubbard, or in other Organizations to the
financi al manager, for review and additional action. It is the

pur pose of the income Section to pernit no past due accounts.

Any sums owing in any other department such as the Book
Department is the business of the Inconme Section and cones under

its recording and collection function.

Any |l egal action for collection is undertaken by the Incone

Secti on.

ALL receipts are banked. No cash nmay be used before bei ng banked.

Prompt invoicing to facilitate shipnment within the working day,
accurate receipt and recording of all sunms ow ng, safe banking and
saf eguardi ng sunms until banked, rapid and urgent collection and
accurate and pronpt reporting to the Treasurer, or in other orgs to
the financial manager, summate the main functions of the |Incone

Secti on.



THE DI SBURSEMENT SECTI ON

The Di sbursenent Section is responsible for the paynent and

recording of all suns owed.

Every creditor whether paid in cash or cheque, whether submitting
a bill or not is given a folder in the D sbursenment Files and al

correspondence of a business nature
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with that creditor, whether Concerned with nmoney or not cones to
the Disbursenent Files. There nust be no separate "Business files"
only the Disbursenent Files. The only exception is debtor
correspondence about noney owed us in the income Files. It is

mandatory that no other "business file" exists in the Organization

Di sbursenent never pays froma received bill alone. Al bills
received are first filed in the D sbursenent Files. Then the file
is reviewed as a whole when the tine cones to pay bills. It is
forbidden to short circuit this line and pay bills just as they
drop into the In basket. They are filed. Then all files are
reviewed once a nonth, sunmmated and the result entered in a
statenment sheet in the file folder and on a Bills Summary Sheet.
This Bills Summary Sheet is prepared on the 10th of each nonth and
submitted with or without folders (as requested) to the Executive
Director or Treasurer along with a Summary of the anmpunts in each
bank account. \When thereafter requested to do so, the D sbursenent
Section nmakes out the cheques as indicated or readi es the cash
These cheques are then given to the Treasurer or in other Orgs to
the financial nmanager, to sign and when signed are mailed or given

to the creditors

The weekly payroll cheque is drawn for signature and given to the
Treasurer, or the financial manager, on Wdnesday of each week and

the cash received fromthe bank on Thursday. The payroll is made up



and paid on Friday noon, not before. Any bonuses are given at this

time. The only exception is a Friday holiday.

Al'l di sbursenents whether by cash or cheque or petty cash are
vouchered on the Dishbursenment machi ne of the debtor conpany. No
paynent of any kind nay be made without voucher. The voucher nust

clearly state what the paynent was for.

Purchase Orders nust acconpany every order to Purchasing before

the fact and nust come to Disbursenment before a bill can be paid.

Purchases nmade for a conpany w thout prior purchase order render
the enpl oyee ordering to paynent of the account from his own

sal ary.

Al contracts drawn nust priorly be validated by a Purchase O der
signed by the Treasurer, or in other Orgs to the financial nanager
This applies to Service Contracts, contractors and all such.
Uilities escape Purchase Orders by necessity but fuel oil, etc. do
not. Donestic expenses (m nor charge accounts such as gas) are by
quota, not purchase order and are exenpt so long as they renmain in
quota. Such quotas are set by the Executive Director or the

Treasurer, or in other Ogs by the financial manager

The Di sbursenment Section posts all vouchers in | edgers for the
compani es concerned with an appropriate breakdown of the anmounts
for each activity to assist in financial nmanagenent. Posting is
done in separate |edgers for different conpanies. Posting is done
in periods of one week ending 2.00 p.m Thursday to agree with the
I ncome period. To facilitate this Di sbursenent voucher copies are

filed as made in trays of the separate divisions of posting.

Di sbursement vouchers are handl ed as foll ows:

The original to the person or firmbeing paid, a copy to that

person or conpany's folder, a copy to the posting trays and copy to

the weekly Income Report Envel ope, the |last copies being carefully



kept in nunerical sequence.

The gross anpbunt of noney in each bank account, wi thout any
adj ustnents for cheques outstanding, is nmade up fromthe bank
statenments weekly and enclosed in the Inconme Envel ope roughly for

the week in question

Al bank statenents are kept by and all statenent-cheque

reconciliations done by the Di sbursenent Section

The Di sbursenment Section in England and Commonweal th countries
may not overdraw a bank account w thout specific pernission. Were
the permission is given, let us say to o&00 overdraft, the
Di sbursenent Section may then not exceed that figure w thout new

perm ssion. In the United States no overdrafts are permtted.

The good credit of the conpanies involved or the person for whom
di sbursenment is being nade is the full responsibility of the
Di sbursenent Section. Bills should not be carelessly left
out standi ng. Such bills nust be called to the Treasurer's, or in

other Orgs
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to the financial manager's attention and note nmade on the Bills
Sunmary Sheet of how long it is overdue when it is not in the sanme
nonth that the Bills Summary Sheet is for. Bank Accounts may not be
overdrafted antagoni zi ng bank nanagers and causi ng endl ess
correspondence. The nonent things appear critical and margins
small, the matter nust pronptly be brought to the attention of the
Treasurer, or in other Orgs to the attention of the financia
manager. Under the heading of good credit cones renmarks or conmments
on conpany affairs that threaten its credit reputation. Al such

observations should be made to the Treasurer in good tine.

VWhen noney is advanced to anyone above their wage the matter of

its collection out of wage remai ns the concern of the D sbursenent



Section. If noney is advanced to anyone or any firm Di sbursenent
passes the matter to the Incone Division for its collection

activities when the matter falls due.

SUMVARY

Procuring noney is the main function of the Income Section, not

nerely recording it.

Saf eguardi ng credit and solvency is the main function of the

Di sbursenent Section, not nerely spending it.

Both the I ncone and Di sbursenent Sections nust keep the Treasurer
and the Executive Director fully inforned of the facts of
procurenent of noney and the credit and sol vency of the Conpani es.
Fi nanci al energenci es occur only when both sections have failed to
do their jobs in keeping nmanagenent advi sed, for managenment can
al ways pronote i ncone or adjust expenditures easily if given enough
warning. It takes about half a year for conpetent nanagenent to
recover froma bad inbal ance of incone and outgo. It takes as |ong
as a year and a half for conpetent managenent to recover froma

real financial energency.

Solvency is only that condition where Income exceeds CQutgo.

I nsol vency is only that condition where Qutgo exceeds incone.

Wth the I ncone Section naking sure the incone is coming in and
the Disbursenent Section nmaking sure that it isn't going out faster
than it is coming in, and with both sections keepi ng managenent
advi sed of fluctuations, solvency becones possible. And jobs for

peopl e exi st only where sol vency is naintained.

(Note: The Treasurer or the Executive Director nmay, as in London
which is near to hand, direct that all an organization's cheques be
signed only by the Treasurer at Saint Hll. Especially in cases
wher e insol vency seens chronic and not nending, regardl ess of

di stance or inconveni ence envisioned, the Treasurer may direct that



no cheques may be signed except by the Treasurer and all other
cheque signatories dropped fromthe account. In such cases all the
above actions are still undertaken and the nomi nated financia
manager in the organi zation receives all the reports and forwards
only those portions required to the Treasurer with the cheques
ready for signature in anple tine to be airnmailed in return. This
action has uniformy resulted in returned solvency for the

organi zation. Such an action changes none of the above except as

noted here. LRH)

(Note: in small organizations both Income and Di sbursenent
sections are handled by one person, but if so each section has its

complete files and functions just as above. LRH)

L. RON HUBBARD

LRH: dr . cden
Copyright (c) 1964
by L. Ron Hubbard
ALL RI GHATS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO PCQLI CY LETTER OF 15 MAY 1964
Sthil CenO 4
copi es to each

Og

ACCOUNTS POLI Cl ES
(Addenda to HCO Policy Letter of May 6, 1964)

At end of first paragraph in the I NCOVE SECTI ON, add: TOTALS ON
ALL I nvoices are to be shown in STERLI NG



At line 5 (under I NCOVE SECTION) add: OR TO Business Files if the

I nvoi ce shows a debit or credit.

Bet ween second and third paragraphs (under | NCOVE SECTI ON) add:
If a student has a debit or credit at St Hill, his or her file mnust
be in the Business Files, NOT in CF, and CF nust be inforned of the
fact. In such cases, where a file would normally be expected to be
in CF, the fact that the folder is in Business Files nust be
signalled in CF by a dummy folder (i e., a BLANK PINK CARD, the
same size as a file-folder, bearing only the person's nane and

address) being placed in the correct position in Central Files.

On page 2, third paragraph, delete "noon, not before".

At end of twelfth paragraph page 2, add: But bank statenents are
to be available to | NCOVE SECTI ON as necessary.

LRH: j w. oden

Copyright (c) 1964

by L. Ron Hubbard

ALL RI GHTS RESERVED

| ssued by: HCO WW Area Secretary for L. RON HUBBARD
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 23 JANUARY 1966
Rem neo
Exec Sec Hats

O g Division Hats

URGENT



ACCOUNTI NG PCLI CES
OF
SCI ENTOLOGY
COVPANI ES

(Sci entol ogy organi zations |ong have had exact firmrules
regardi ng accounting procedure. They are repeated here. These MJST
be in use from1l Jan 1966 forward in all organizations. If they are
not, put themright back to 11 Jan 1966 so we can get a proper and

swift audit in 1967.)

The Accounting policies of a Scientol ogy Conpany are:

1. ALL AUDI TS MJUST BE DONE FROM ORI G NAL RECORDS. (No secondary
books, journals or |edgers may be consulted in doing an audit and

are illegal in a Scientology Conpany anyway.)

2. ALL SUVS RECEI VED FROM ANY SOURCE MJST BE LEQ BLY | NVO CED AND
BANKED. (They may not be spent before banking, not even a penny no

matter the emergency.)

3. ALL SUMS DI SBURSED MUST BE DI SBURSED BY CHEQUE. (Even petty
cash and sal ary sunms nmust be drawn by cheque before being

di sbursed.)

4. ALL SUMS DI SBURSED MJUST ALSO BE DI SBURSED BY LEGQ BLE VOUCHER
G VING FULL DETAILS AS WELL AS CHEQUE G VI NG FULL DATA. (\Wages for
each person nust have a disbursenent voucher for that person and
signed by that person. Every cheque al so has a voucher. A voucher

is like an invoice, sanme nachine.)

5. VEEKLY | NCOME | NVO CE MACHI NE COPIES W TH A CARBON COPY OF THE
BANK DEPCSI T SLI P FOR THAT WEEK AND A TAPE OF THE | NVO CES ADDI NG
THEM MUST BE PLACED I N AN ENVELOPE AND DATED AND CAREFULLY FI LED.

(This gives a conplete record of bankings for the year by week. )



6. ALL BILLS MJUST BE FI LED WHEN RECEI VED I N A FOLDER FOR EACH
COVPANY AND THE FOLDER SUWARI ZED BEFORE THE BILL IS PAID. (Bills
may not be paid nmerely by reason of receipt in mail or before

filing.)

7, EVERY MONTH ALL BILLS ON NG ARE LI STED ON A M MEO FORM AND
PRESENTED TO THE SI GNI NG EXECUTI VES WTH A LI ST OF MONIES I N THE
BANK AND PLANNED FOR PAYMENT BEFORE ANY CHEQUES MAY BE WRI TTEN OR
S| GNED.

8. EVERY PERSON ON NG ORG MONEY HAS A COLLECTI ON FOLDER | NTO
VWH CH COPI ES OF | NVO CES OF ALL PAYMENTS MADE ARE FI LED, THE FCOLDER
TO I NCLUDE COPI ES OF ALL CONTRACTS AND NOTES.

9. COLLECTI ON FOLDERS ARE SUMVARI ZED MONTHLY AND STATEMENTS ARE
SENT OQUT MONTHLY TO DEBTORS. (Any bill witten off for tax is still
billed to the debtor nonthly.)

10. ALL PERSONS OMWNI NG MEMBERSHI PS FREE OR PAI D ARE RECORDED I N
ACCCOUNTS AND BI LLED 30 DAYS BEFCRE MEMBERSHI P, FREE OR PAI D,
EXPI RES.
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11. ACCOUNTS ORI G NAL RECCORDS AS ABOVE MUST BE SENT TO WORLDW DE
EVERY QUARTER FOR AUDI T AND PREPARATI ON OF BALANCE SHEETS AND TAX
RETURNS.

12. BANK STATEMENTS MUST BE RECONCI LED ( COMPARED TO DEPCSI TS AND
VOUCHERS) WHEN RECEI VED. (TO KEEP THE BANK FROM MAKI NG ERRCRS.)

13. CHEQUES WHEN CLEARED AND BACK FROM BANK MUST BE TAPED IN TO
ORI G NAL CHEQUE BOOK ONTO THEI R STUBS ( COUNTERFQA LS).

14. EVERY PERSON TO WHOM A SALARY | S PAID HAS A FI LE FOLDER
I NTO WH CH ALL HI S PAPERS, CONTRACT, DEBTS TO ORG AND VOUCHER
SHOW NG EACH AMOUNT RECEI VED ARE FI LED WEEKLY.



There is a peg board system of separating the weekly invoices
and vouchers into categories of incone and expense. This refinenent

is described in earlier policy.

I f you have any other accounting systemin operation, it is

contrary to conpany policy which is based on the above only.

As Executive Director will not sign any bal ance sheet or return
not taken fromthe original records. Bal ance sheets or statenents
of affairs based on secondary | edgers and journals or double entry
systens or punched card conputer systens or any "books". The | aw
requires that accurate records be kept. This does not nean | edgers
and double entry and such are not required by | aw anywhere in the

wor | d.

Accounting is no nmystery. Wen it becones so by conpl ex systens

executives cannot nmanage their conpani es and they go broke.

The introduction of conplex accounting contrary to policy is a

suppressi ve act on | aynen.

Scientologists with little or no accounting experience can run

the above systemand interpret it easily.

The decline of nmore than one Scientol ogy organi zati on can be
traced to violations of the above accounting policies. Executives
coul d not nmanage the conpany when intimdated by nysterious conpl ex
accounting. Accounting cost nore than the conpany could afford. The
field ARC Broke on being billed erroneously. Accounts collections
were negl ected and staggering suns went uncol | ected because they

weren't billed or poorly billed due to violations of the above.

This systemis a very sinple one and a good one, designed for

Sci ent ol ogy orgs and successf ul

L. RON HUBBARD



LRH: m . cden
Copyright (c) 1966
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi |l Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 30 JANUARY 1966

| ssue |1
Rem neo
Exec Sec Hat
Org Sec Hat
All Og Div Hats
Og Dv
ACCOUNTS
PROCEDURES

M nus i nvoi ces and

Voucher s

In invoicing income and in witing disbursement vouchers, all

corrections are done on additional invoices or vouchers.

This makes it unnecessary to search wildly for the nmachi ne copies
to correct them The original invoices or vouchers are often
al ready distributed when a need of correction arises.

I nvoi ces

I nstead of correcting the original wite a MNUS I NVO CE gi vi ng

what transaction was being corrected as fully as possible.



In case of a REFUND from cash just received or a CORRECTI ON of
amounts just received or in case of a BAD CHEQUE i nfornmed fromthe
bank, wite a MNUS INVO CE and clearly mark it so and for how nuch
and to whom and why.

In addi ng the week's incone these show up easily.
When separating out invoices into classes of Inconme for an audit
these M NUS | NVO CES show up clearly and are subtracted fromthe

type of income.

Mark the invoice
M NUS

in big capital letters so nobody can mss it.

Di sbur sement

Voucher s

M nus di shursenment vouchers are made every tinme a cheque is
VO DED or when a paynent conmes back unaccepted or when for any
reason somnet hing already Di sbursed is found not to be disbursed
after all and nust be added back.

Mar k the voucher

M NUS

in Capital letters so nobody can miss it and give FULL DETAILS.

When sorting out classes of disbursenent for an audit these M nus
vouchers are dealt into the class of expenditure but when it is
totall ed, they are subtracted.

Cheque Book Assenbly

Al ways tape your cheques coning back fromthe bank into the



ori gi nal cheque book, onto their counterfoils.
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Never | et these cheques drift |oose.

When a cheque book is refilled with cancelled cheques nmark on its

cover:

19.... Date to Date

Corp nane and pl ace

Packet invoices

Be sure to packet the week's nmachi ne copies of the invoices

unseparated in an envel ope clearly marked for what week and year

and what org.

Put the addition tape of the invoices with it.

Put a copy of the bank deposit slip with it.

Put anot her conplete set of invoice copies in with it so they can

be dealt into boxes for classes of incone received.

That is a conplete weekly packet.

File carefully.

Fromthis a quarterly audit or a yearly audit can easily be done.

Packet Di sbursenent

Voucher s

Packet the monthly machi ne copies of disbursement vouchers

unseparated and a set of | oose copies in an envel ope.



Mark the envelope with the year, the nonth and the corporation

and pl ace.

File carefully

Tallied with the taped cheque book and bank statenents, this

gives the material for quarterly and annual audits.

It is not hard to do if done on schedule and not all at the end

of a year - heaven forbid!
Sunmmar y
If you ever had to audit original records it would nmake you very
careful to label everything with full details at the tinme you know

t hem

And if you ever try to audit a carel ess accounts personnel's

work, with bits missing, hell hath no fury.

Keep your records safe, conplete and accurate or sonebody wll

inevitably get into trouble which could easily have been avoi ded.

It's very inportant.

L. RON HUBBARD

LRH: m . cden

Copyright (c) 1966

by L. Ron Hubbard

ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex



HCO POLI CY LETTER OF 2 AUGUST 1966

Rem neo

Applies to
Exec Secs,

Secs Treasury
Div and O C

GRAPH CHANCE

AD CQOUNCI L
STATI STIC

OCw Il graph bills owing as a total accunul ati on of statenents

and purchases. This nakes a true picture of what is currently owed.

Cash in Hand will be fromreconcil ed bank statenents.

AD COUNCI L STATI STIC

A new graph will be added to the Ad Council's statistics that
shows total debt of the org including all HP, nortgages, any bonds,
notes or other indebtedness whether due or not, plus the bills

oW ng.

This graph will have a second |ine showing a current estination

of the org's assets and property.

[See also HCO P/L 1 July 1972 "Cash/Bills and Org Reserves", for

expanded definitions of "Cash/Bills" and data on Org Reserves.]

L. RON HUBBARD

LRH: I b-r.rd

Copyright (c) 1966
by L. Ron Hubbard



ALL RI GHATS RESERVED

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 16 OCTOBER 1969

Reni neo
HCO ES Hat
CES Hat
E/ O Hat

FI NANCE COURSE

VI TAL ACTI ON

As of 1 Dec 1969 it shall thereafter be a Comm Ev offense for an
CES or a Treasury Sec or a Deputy Guardian for Finance or any Div 3
nmenber to be on post or take post wi thout having done the Finance

Cour se Pack starrate.

The financial survival of orgs and for all of Scientol ogy has
been threatened too nmany tinmes for staff to be on Finance |lines

wi t hout having had this short course.
It costs orgs a fortune to have this one factor out.
SO M ssionaires are alert to this.

LRH: rs. ei . kd

Copyright (c) 1969

by L. Ron Hubbard

ALL RI GHTS RESERVED

L. RON HUBBARD

Founder
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 15 MAY 1970
I ssue 11
Reni neo
(Rei ssue of HASI Policy Letter of 1 May 1958

Fi nanci al Managenent)

FI NANCI AL  MANAGEMENT

Pur pose: Makes certain the org nakes noney and continues in good

credit.

Hat Worn By: The Assoc Sec and by his deputization, the Dr

Admin. Policy cones from Assoc Sec. Execution cones fromDir Admn

Fi nanci al Managenent guarantees solvency. It does not concern
itself with accuracy of bills, paynents or collection. This is the
job of the Treasurer and by deputization, the Disbursenent d erk.

For exanple: The order to pay "it" comes from Assoc Sec. The
correctness of "it" is the task of the Treasurer and Accounti ng.
Accounting receives the order from Assoc Sec to pay, passes the
bill to Treasurer for correctness, and then Accounting pays. Assoc
Sec passes an order to collect "it" to Accounting. Accounting
checks with Treas as to correctness and then collects it. The cost
of an itemnust be less than selling price. All pertinent itens to
cost no matter how renote are part of the cost. Using this rule,

fi nanci al managenent prices items. He adds to cost all profit that
can be made and still nake the itemsell. He publishes, then, an
items "price". That the price of an itemis collected is the

busi ness of the Treasurer who issues proper orders concerning it.

Fi nanci al Managenent nust now establish cost and price of all



items sold. And nust adjust, for organization credit, what bills

nust be paid in concert with how much noney there is to pay them

LRH: sb. aap

Copyright (c) 1958, 1970
by L. Ron Hubbard

ALL RI GATS RESERVED

L. RON HUBBARD

Founder

SOLVE I T WTH SCl ENTOLOGY
[ Excerpt from HCO Policy Letter of 24 February 1964
Urgent - Og Progranm ng]

If the Org slunps: Don't engage in "fund raising" or "selling

post cards" or borrow ng noney.

Just nmake nore incone with Scientology.

It's a sign of very poor managenent to seek extraordi nary

solutions for finance outside Scientology. It has always failed.

For Orgs as for pcs "Solve it Wth Scientol ogy".

Every time | nyself have sought to solve finance or personnel in
ot her ways than Scientology | have lost out. So | can tell you from
experience that Org solvency lies in Mre Scientol ogy, not patented

conbs or fund raising Barbecues.

LRH: dr.rd

Copyright (c) 1964
by L. Ron Hubbard
ALL RI GATS RESERVED

L. RON HUBBARD



[A conplete copy of this Policy Letter appears in
Vol une 4, page 367.]
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HUBBARD COVMUNI CATI ONS COFFI CE
37 Fitzroy Street, London W 1

HCO POLI CY LETTER OF 2 JUNE 1959

Sec ED

one.

A COMMVENT ON
FI NANCE

The history of finance in Dianetics and Scientol ogy O gani zations

is an interesting

But a recent repetition of early financial history in Washington

and London nust bear comment.

In 1950 and 1951 | did not have financial control of Dianetics
and Sci entol ogy organi zations. | was, admnistratively, a

fi gurehead.

In | ess than one year fromstart the early HDRFs were crowded
into financial difficulties and went broke. In early 1952 | started
the first organizations | controlled, the "Ofice of L. Ron
Hubbard" and the HAS. | npeded badly by the HDRF credit history,
neverthel ess was able to build the HAS and its successor the HAS

into a6 1/2 mllion dollar organization, fully solvent.

Now i n the past few nonths | gave check signing and financia
concerns over to others in Washington for the FCDC and for the past

two years to London for the HASI London



In these few months FCDC went $19,000 into the red froma total
pay up as of January 1, 1959 when | gave over. To go $19,000 into
the red and to show every sign of going deeper (while business
vol unme remmined fairly usual) took sone hard work on sonebody's

part.

In HASI London the organization in two years of non-control went
048,000 into the red!

I am now busy maki ng FCDC sol vent and am sendi ng Ni bs over to see

toit.

| have already cut the HASI London bills payable fromod8,000 to
0¥, 000 in the past 90 days. And this without even having an
accounts departnent to help. I've also made HASI London pay ne back

o2, 000 of the noney it has owed ne personally for SIX years.

In other words, we don't have nmany people who can handl e finance
smartly. That this sag was not acconpani ed by other sl ackening or

increasing activities, is quite a coment.

Besi de nysel f, only Jack Parkhouse and Julia Lewi s Sal men anpongst

all of us have a proven record of good financing.

It mght interest you how!l do this trick: | dissem nate |ike nmad
to lots of people and get in lots of noney. | don't run up bills if
| don't have noney. | spend noney freely only when it has been nmade
and is in the bank. | don't worry about wasting noney if | have
nmade the noney first. | never "plan for enmergencies". | just nake
| ots of nobney for the organization. To any financial problem!]
answer by nmaki ng noney. To any crucial organi zational problem |
answer by dissem nating |ike mad, inproving service and getting in

[ ots of noney.

| answer money problens with |ots of nobney, not with worry or

sadness or inpractical hope. | never count on any one source. |



al ways plan to get the total sumof all the nmoney | need from each

one of 3 or 4 ways or sources.
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But nost inportant, | don't run up bills if |I don't have the cash
in sight to pay
| am not parasitic on the organization. | always nmake many tines

the amount | may spend on hybrid horned toads with pink ribbons for

the front hall.

| do now and then throw nbney away when it's been nade and isn't

needed.

Now | 've taught you many things. Let nme al so teach you to nake
tons of noney for the organization. It's the one thing staffs do
poor | y-the maki ng and spendi ng of noney. They can evidently spend
it, they don't well make it. So let me teach you this: Disseninate

i ke nmad and nake tons of nobney. Please?

By the way, both DC and London went conpletely sour in only two
functions - the buying of printing and the failure to send their
magazi ne once a nonth to everybody in CF. In other words, HCO
printing hat and the Departrment of Materiel hats were to blame for

t he sag.

No ruin faces us. I'mstill here, still working hard, stil

communi cat i ng.

But by golly you better learn to do this one for yoursel ves:
di sseminate |like mad and nmake noney: don't incur a single bil

until you have the cash to pay it already in the bank

|"ve put DC and London on tight budgets for current expenses and

have other ways to float their barks. If need be I'lIl pay the bills



out of my own pocket, which would be unjust, since | didn't incur
in any way the nore serious debts and repaynents to ne in both

cases sumed only a fraction of their total
So get smart about noney. It's only noney. It's made and if you
nake it, you can have sonme. |If you don't you can't: it won't be

there to be had.

L. RON HUBBARD

LRH: gh. oden
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HUBBARD COVMUNI CATI ONS OFFI CE
37 Fitzroy Street, London W 1
HCO POLI CY LETTER OF 3 JUNE 1959
CenCCon

FI NANCI AL  MANAGEMENT

The financi al nmanagenent hat of Scientol ogy Organizations has

assuned a great inportance now.

Fi nanci al nmanagenment is ordinarily done by the Assoc Sec. the Og
Sec or the Treasurer and possibly, in some cases, the Director of
Accounts, but is always under the direct responsibility of the

Assoc Sec no matter who wears the hat.

It is the purpose of the hat to ensure solvency of the

organi zation and its divisions.

This hat would be worn both in the service organization and HCO

and/ or in sone cases for both the service organi zati on and the HCO

The basic principle of financial managenent is a sinple one.

i ncome nmust be greater than outgo.



Anmongst the principles of financial managenent are these: One
cannot spend noney unless he has it. Never contract bills or debts
unless the noney is imediately in sight to pay for them Calculate
all predictions necessary to security. Disseninate |ike nad and

nmake noney rapidly.

Every organi zation should be on a contract and purchase budget. A
certain anpunt of noney is laid aside every week to pay sal aries
and current operating expenses and no debts are incurred until the
nmoney is there to pay for themor can be predicted to be there to
pay for them Any noney left over is used to pay past bills and

handl e speci al projects.

The cal cul ati on of the budget is very sinple. It is done as

foll ows:

1. Take a dozen of the | owest weeks in the past year (ignore the
hi gh weeks), add up these 12 weekly incomes and then divide by 12
This gives you an average | ow week of incone. This is then

obviously a fairly safe figure on which to base a budget.

2. Fromthis average | ow inconme week deduct 10%to HCO Fromthis
90% subtract 45% of it, not of the gross. Fromthis 45% deduct 8%
of the 90% figure. This gives you the anmount of noney now avail abl e
for operating expenses of the organization, rents, utilities,

suppl i es, equi prent and ot her expenditures including adverti sing.

Exanpl e:

Aver age | ow week
Less HCO 10%

90% bal ance 45% (Exp
and Bldg F.)

180



_. 08 Spec. Fund
14. 40

We can see fromthis that our total avail abl e budget nust now
cover rents, purchases, tinme paynents, hire-purchase, utilities,

suppl i es, equi prent, paper, printing, the whole works.

Total available for budget: o66.12 per week. In calculating the
10% f or HCO and

Exp and Bl dg F.

Speci al Fund. .

. 200
.20
180
.45

900
720

81.00 ..
14. 4
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the 8% for the Special Fund, one takes these, of course, fromthe
actual gross. The figures above show the portion which conmes from
the budget figure in order to establish the budget. After the
budget is once calculated it is adhered to. The o66 above is the
actual figure. It is not recalculated. It is spent for al
expenses. HCO 10% Salary Sum 8% for special Fund ail come out of

the actual weekly income entire and are transferred at once to



proper accounts.

The way HASI London got into trouble was to have an authorized
buyi ng and contracting at every hand w thout regard to incone and
the way it tried to stay out of trouble, rather |aughably but
serious enough in the long run, was to only pay as nany bills as
they had noney in the expense sum This, of course, was an idiotic
procedure. The control point rmust be on purchasing and contracting
not on paying bills. As a result of this policy when | returned to
financi al managenent overall at a board |evel and put a financia
managenment hat into the organization we had o48, 000 of unpaid
bills, which were so secret that no record was even kept of them by
the Accounts departnent. They were evidently waste-basketed. One of
the nethods used to 'follow the commlines' was after a purchase
was nmade, the goods delivered, a purchase order would be hastily
nmade out so as to "nmmke the records conplete". Accounts not being
able to pay the bill would then file it carefully in sone

nouse- hol e and not advi se anybody about it.

The point of entrance of financial managenment then is the
regul ati on of purchase and contract and the severe cal cul ati on of
and precise ordering of all supplies and the careful cal culation of

future rents

Here we are not fooling. W nust run within our incone or we

won't have any organi zation at all

What happens to the noney which is left after we have spent our
budget ? W& can do several things with it, but the best thing is to
take this noney periodically and bring the organization up to snuff
wi th equi prrent and supplies to the degree that we have actual cash
with which to pay for them and not to buy one nore paper-clip than
we can buy with cash. Furthernore this noney can be utilized for
wi de advertising prograns and other things which we so desperately
need. But unless we budget ourselves within an incone and only
spend noney that we have and not contract for expenditures of noney

that we do not have and cannot expect to have we won't survive very



| ong.

Therefore, the fundanmental of financial nanagenent is
guar ant eei ng the survival of the organization within the econonic

framewor k of the society.

However, financial managenent nust also be real. If it has a
0656. 0.0 a week budget for the expenditure of the organization on
current bills, rents, etc. it nust spend it and not try to chip
down on its actual budget. It counts on high weeks to sinply
provi de extra funds which will be needed probably seni-annually to
buy the things the organization has been out of for a long tinme or

to engage in special projects desperately needed for dissem nation

Running 8-c on noney is very difficult to do, | amtold.

personal |y have never found it so but many peopl e have.

If the organization is only pernmitted to spend a certain anount
of noney it has a prediction and there is no question about it.
Sal ary sumvaries. Al other suns for transfers, of course, cone
out of the main account but the budget sum nust cover all the

expenses, rents, equi pnent and other things of the organization

It is up to a financial nanager to be very, very, very tough and
to learn how to say no, no, no, no. In fact, it would be a very
good thing if he stood in front of a mirror for ten or fifteen

m nutes a day saying "no". This would be an excellent drill.

It is very inportant to this hat to be handled at once and it
woul d be enforced ruthlessly, otherwise we are going to continue to
run into financial jans and never have enough noney to do any broad
advertising in the London "Tinmes" and "Saturday Evening Post" or

anyt hing el se. Besides which, we won't even be there to do it.

The budget of Washi ngton and London have al ready been set by Sec
ED and is not to be changed. O her organi zations should set up

their own budget as above.



LRH. mp.rd
4th Jun 59

L. RON HUBBARD
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HUBBARD COVMUNI CATI ONS COFFI CE

Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 19 JULY 1959

CenO HCO Sec for seeing

it gets back to HCO WV

ACCOUNTS | NSPECTI ON

Al Assn Secs and Org Secs should inspect their Accts Dept and

answer the

Dir of Accounts - Do you have one?

Are you confident of his or her responsibility with noney?_

records?

Do you have the foll ow ng:

1. Current Bills book where all bills due and all suns paid on

themare recorded? is it up to date?

2. Statenents Book where all accounts receivable are entered?

3. Business Files where all business papers, statenents, and

bills are entered?

4. M nmeogr aphed sheets which assi st breakdown into prop inconme?



Are you doing the foll ow ng?

(a) Sending out statements to all debtors nonthly? accurate?

(b) Suing all delinquents?

(c) Reassuring all past due creditors by letter avowi ng their

account routinely?

Do you receive:

I (a) A report on Minday show ng i ncone of past week?_

I (b) A report on Tuesday so you can OK payroll person by person

inorg?_

I (c¢) A weekly sunmmary of bills to be paid?

I (d) A weekly sunmary of notes to be collected?

NOTE: You realize of course that all nonies received by an
organi zati on nmust be invoi ced and banked without being touched and
that all disbursements nmust be by cheque. Is this being done?

The nost trouble the old HASI had was financial. Nearly all of it
stemmed from carel essness in the Accounts section (extravagant
purchase, bad coll ections, poor records). Insolvency was not the

fault of PRr but of accounts.

As we enter into a new status |let us be sure we | eave the old

turnoi |l behind us.

Pl ease make your inspection and report. Then report again when

you have renedi ed any om ssions or negative answers.

LRH: br b. cden
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HCO POLI CY LETTER OF 18 JANUARY 1965
I nt ernati onal
Board Menbers
Sthil Executives

FI NANCI AL  MANAGEMENT
BU LDl NG FUND ACCOUNT

Ef fective June 1, 1965, no rents, cleaning bills or any other
actual expense
sum bill's may
be expended from the Buil ding Fund Account.

Such suns nust be paid fromthe Expense Sum

The weekly proportion of income owing to the Building Fund
Account nust be paid
into
it weekly and nmay not be withhel d.

S| GNATORI ES

Account .

The Chairman Secretary and Treasurer are the signatories for the



Bui | di ng Fund

Only international Board Menbers may sign on the Buil ding Fund
Account. There
may

be no local or national signatories.

PRI MARY PURPOSE OF BUI LDI NG FUND

The purpose of this account is to provide a cushion by which an

organi zati on which is becom ng insol vent may be sal vaged.

The foll owi ng steps should be taken by the International Board in

event of the threatened insolvency of a |ocal org:

(a) Renmpve its Organization or Association Secretary by transfer

to | ower post or, in flagrant cases, disnissal; and

(b) Use the Building Fund Account to prevent the organization's
col lapse until a new Associ ati on/ Organi zati on Secretary can be
found and the newly appoi nted Organi zati on/ Associ ati on Secretary

can get things going; or

(c) Pay the expense involved in sending a Board representative to
the area to investigate its activities but only when these show no
signs of being mended | ocally.

SECONDARY PURPOSE

The secondary purpose of the Building Fund is to purchase
property, but when this is done, the purchase nust be for cash or
if any nortgage is involved, all further paynents than the initia
paynment must be nmade fromthe Expense Sum

TH RD PURPGCSE

Bui | di ng Fund noni es, being under the control of only the



I nternational Board, nmay al so be used for other Board purposes
wi t hout |ocal consultation. These include research projects or
experinmental dissemnation projects in the |ocal area, or research

on an international basis.

FOURTH PURPOSE

The repaynent of |oans nmade by the International Board to an area
may be repaid to the International Board fromthe Building Fund,

but only on arrangenents originated by the International Board.
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FI FTH PURPGCSE

Fi nance of International Board projects nmay be obtained by the
i nternational Board by sinple withdrawal of funds fromthe |oca
Bui | di ng Fund Accounts wi thout permission or consultation with area
or national officers or their accounts units; these, however, nust

be infornmed of the w thdrawal s.

CURRENCY REGULATI ONS

VWhere the 10% of the gross income may not be paid to the
I nternational Area weekly by reason of |ocal currency regul ations,
an additional bank account rust be set up locally to receive them

and the 10% nust be paid weekly into that account.

This account is to be called the HASI | NTERNATI ONAL
ADM NI STRATI VE ACCOUNT.

Only International Board Menbers nay be signatories on the HAS
| NTERNATI ONAL ADM NI STRATI VE ACCOUNT.

Funds so deposited may be handled in any way the Internationa
Board chooses and are in no way the property of the local area

organi zati on.



TH S POLI CY ALSO APPLI ES TO FRANCH SE HOLDERS. Any "inability to
transfer funds to the International O ganization by reason of

Currency Restrictions" are handled in the above fashion al ways.

DEMANDS FOR FUNDS

As in my experience an organization always spends all it nakes,
financi al management on an International |evel consists not of
careful ly bal anci ng i ncone above outgo in an effort to save a
surplus in am organization, but of (a) preventing an org from
spending nore than it nakes and (b) setting aside enough noney from

its incone to care for salvage operations and sal vage expenses.

Part (a) is done by good financial supervision.

Part (b) is done on an International Level w thout any regard
what ever for the protests and "financial necessities" of the org in
question. An organi zation, whether Standard Q| or any other will
al ways spend all it nakes and try to spend nore. The task is on the
one hand to keep it from spending nore than it makes and on the

other to nake sonme of its expenditures recoverable in cash

Never, on an International basis, be so fatuous as to believe an
organi zation will continue to have the difference between its
income and its outgo. It will never have that. It will spend it in

some way.

An aval anche of reasons it nust not save noney, or (sane thing)
why it nmust spend it, is routine and is to be expected. "The
governnent will tax it", "W can't get auditing roons" and a

t housand ot her reasons may be advanced as to why the org nust spend

all its noney.
Truth told, | could run any org we have on only 25 percent of the
income | would pronote for it and pay high wages. | have done so

repeatedly. But | do it by making the org apparently spend all it



makes while actually spending the surplus in a recoverabl e fashion.
This is the only way | have ever achieved a surplus for an org in

actual practice.

Accountants deal in figures. | deal in people. Sonme chanpionship
chess players liken life to chess and yet can't nake a go of it in
life. Inlife the pieces think. They have inpul ses. So chess rul es,

i ke accountants' rules, don't apply.

Col l ective-think is always closer to bank-think than individual
reasoni ng. That's because the bank is the one constant peopl e have
in common. And it's crazy. So al nost any individual alive can plan
better than a group will execute and certainly better than a group

cam pl an

Sci entol ogy groups are far superior to human groups. But the rule
still applies that collective-think is always | ess sane than the

t hi nki ng of an indivi dual
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In finance, which is pretty weird to begin with, collective-think
is always | ess wi se than individual reason. So a group is quite
certain to behave contrary to good sense in financial matters. This
factor, far nmore than accounts bal ance sheets, nust be given
attention. A group, poorly supervised as in a governnent, wll
usually try to spend nore than it nmakes. Heavy supervision and
econony can prevent this. Only the physical renoval of noney can

achi eve a surpl us.

I NCOVE POTENTI AL

The inconme potential of any usual group is established by the

demand for income, not by any other inportant factor

In financial supervision on an International basis, this is the

only factor one works with. Wile it is reasonable to suppose that



income will occur for other reasons and can be achi eved in other
ways, the actual fact is that only demand by the group produces any

incone at all.

You can, for use in financial supervision, nake the requirenent
al nost anything you like and so long as a group believes it is
spending all it makes and needs nore, you will have adequate

i ncone.

For practical purposes, no other rules apply.

Sci ent ol ogy orgs have always spent all | would make for them
They have adjusted their "need" to how rmuch could be nade. In
supervision of their finance it is only necessary to reverse this

and they adjust their incone to their "needs".

When a surplus is made part of the "need" by disguised outgo, a
surplus occurs. Only then will it occur. It will not happen

ot herwi se.

You can waste 15% of an organi zation's incone to obtain a 5%
surplus and it will be a wise action. If you seek a surplus by
trying to save the 15%instead in a visible way, you will not only

| ose the 15% but the 5% al so.

You can only attain a financial cushion in an org by renoving it
out of reach so that it appears to be spent, then producing it when

the org overspends or gets in trouble.

Orgs, like children, are fantastically inprovident. And a group

to work, must believe it is spending all it makes.

Money, to begin with, is only an abstract idea. Therefore it is

the victimof all manner of thoughts and opi nions.

Al we want out of an org is for it to stay there and conti nue.

To do that we have to have financial ideas that work. Incredible as



it may seem the above are the only practical financial ideas which
have worked and whi ch have produced surpluses and guaranteed org

conti nuati on.

Add to these good pronotion and excel |l ent technical and you have

the reasons we are becoming strong all over the world.

Fi nanci al nmanagenent is not accountancy. It's people. As head of
an org, if you can think your way around collective-think you can
becone sol vent and even have a surplus. Maybe it shouldn't be that

way but it is.

LOCAL FI NANCE

When | ocal finance is poor, don't ever |ook at anything or any
one but the Association or Organization Secretary. This being can
either think his way around collective-think or he can't. If he

can, he's got a solvent org. If he can't, he'll go broke.

An org that runs only on collective-think will go broke.

The only synptons of approaching insolvency in an org one needs
to look for are (a) demands by it for noney belonging to the

International Og or nyself or (b) consistent |ow incone.

34

In either case, the remedy is to get sonebody in charge who
doesn't demand noni es belonging to the International Org or nyself
and who gets a higher inconme conming in for the org. An Assn/Org Sec
who can't do this is the effect of the collective-think in his org

and is not the org | eader or the donminant planner of the org.

At Continental or International |evel one nmust never seek for the
"reason" why International or LRH nonies nust be used by the org or
why incone is consistently low You can get reasoned to death. If

these two facts exist, then there's so nuch el se wong, one would



go mad tabulating it.

The steps to take are:

Renove the Assn/Org Sec.

2. Put sonebody in who can handl e collective-think

3. Use any local surplus to carry the org during the upsets of

transition.

Experi ence has taught nme that distant efforts to right loca
extreme wongs are usually disastrous. You can right small wongs,
show the way and so on. That's only nornal | eadership. But when an
org begins to skid financially or get upset over "its" noney being

used Internationally, you don't fool about. You just act.

The | onger you put off acting, the nore | ocal people get hurt.
Because behi nd those facts of poor finance are sone very ugly other

abuses al ways.

| don't want any orgs in a ganes condition with the Internationa
Og. For this is only a synptomof the inmminent collapse of the
| ocal org anyway. It goes into a games condition only after its

overts stretch fromA to Zed.

You don't see the overts froma distance. You do see financial

condi ti ons and denands.

It would be inpossible today for a cleanly run, on-policy,

up-tech org not to own its area totally in 10 years.

Fi nanci al insol vency? Wat nonsense!

So financial policy is based on good individual ability heading

up each org and is not based on either accounting or

collective-think. Neither one will build any future for Mankind.



The reasons behind the Building Fund Account have been set forth

above in full.

CGood | ocal |eadership always results in good |ocal financial
credit and strength. Wak |ocal |eadership has always resulted in
financial insolvency and troubl e. Broad general supervision of orgs
uses financial protests and upsets and trouble to detect weak

| eader shi p.
Wt hout adequate and sensible | eaders, orgs would slunp into
collective-think in their planning, spend nore than was nade and

cease to exist.

We want orgs to be successful, to stay there and continue. That

requires sensible financial provisions and nanagenent.

STABLE DATA

1. An org will try to spend nore than it makes.

2. Econony is ainmed at preventing it fromspending nore than it

makes.

3. Asurplus is achieved only by making it part of what an org

spends.
4. An org's expenditures are not regul ated by what the org needs
in order to do business but by what an org thinks it has available

for expenditure.

5. Financial managenent can not achieve a financial surplus by

econony al one.

35

6. A surplus to be achi eved nust be made part of what an org



thinks it spends. Income is regulated by what an org thinks it has

to have to operate.

8. Incone is never regulated in a usual org by desires for a

sur pl us.

9. To achieve a surplus it nmust be masked as a "necessary

expendi ture".

10. Econony, to achi eve a surplus, does not include saving on
expenses. It includes only adding an "expense" that becones a

sur pl us.

11. To achieve a surplus one nust add an expense that can then
thereafter convert to a surplus. One can waste up to 50% of an
org's inconme to achieve a 10% surplus. In sone cases this is the

only way a surplus can be achieved. Wiy? See 1 and 2 above.

12. An individual is always nore sensible than a group

13. When amorg is losing ground financially it is being "run?
by someone who is only the effect of the group, and cannot act as
an individual in planning or control the group

14. The only possible Board action when an org is not making its
way financially is to renpove the Association or O ganization
Secretary. The incunbent is only the effect of the group and is not

pl anni ng or controlling.

15. The earlier one detects a bad Assn/O g Sec and replaces him

the better it is for the people in that area.

16. The ways to detect a bad Assn/Org Sec are:

(a) Their ganes condition by any part of the org with the board;

(b) Their desires to be financed by the board or use the board's



or ny income to run on;

(c) CGenerally |ow inconeg;

(d) Protests against the board using "their noney".

Under these or any of themw Il be found an org out of contro
and messing people up. Therefore the quicker the board acts to
repl ace the Assn/Org Sec. the easier the situation will be to

handl e and the faster the org will recover

17. Board efforts to "straighten up amarea" w thout replacing
the | ocal head have never been successful in 14 years. If let go
too | ong under inconpetent nmanagenent an org's recovery requires
heroic efforts and vast financial expenditure by the Internationa

Og.

18. Bad local publicity and trouble always follows after #16 to

the degree that the Board d d not act.

19. Financial managenment as contained in this policy letter
closely followed, will prevent alnobst all trouble and org upsets,

not just in finance but in all other areas.
L. RON HUBBARD

LRH: jw. rd

Copyright (c) 1965

by L. Ron Hubbard

ALL RI GHTS RESERVED
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HCO POLI CY LETTER OF 19 JANUARY 1965

Gen Non- Rem meo
Saint H |l Executives
Board Menbers
FI NANCE - ORG ACCOUNTS

BU LDI NG FUND ACCOUNT

Ef fective June 1, 1965, no rents, cleaning bills or any other
actual expense sumbill may be expended fromthe Buil ding Fund

Account .

Such suns nust henceforth be paid fromthe Expense Sum

The weekly proportion of income owing to the Building Fund
Account nust be paid into that account weekly and nay not be

withheld fromit for any reason.

S| GNATORI ES

I nternati onal Board Menmbers only may be signatories on any
Bui | di ng Fund Account - to wit: the Chairman, the Secretary and the
Treasurer at international Headquarters. No ot her signatures may be

designated for this account.
One signature only as above suffices to w thdraw nonies.
TAX PCSI TI ON
The Buil di ng Fund noni es, once deposited, cease to be the
property or concern of the |ocal organizations and are not part of

their assets.

Any tax on Building Fund suns are to be paid fromthe Building

Fund but only by the international Board.



These suns are to be regarded as part of the cost of
i nternational Managenent. The regul ar paid 10% of gross incone is

not affected by this arrangenent and continues to be paid.

USE OF BUI LDI NG FUND

foll ows:

Entirely at the discretion of the International Board, the suns

may be used as

1. When an organi zation's income is |ow or the organization is in
danger of insolvency, the International Board may bridge the
financial gap between the inevitable renoval of the old Association
or Organi zation Secretary and the appointnment of his or her

repl acenent.

2. Wien serious troubl e devel ops which | ocal officers seem unabl e
to handle, the International Board may use the Buil ding Fund nonies
of that or a nearby org to send a representative to handle the

si tuati on.

3. Wholly at the discretion of the International Board, Building
Fund noni es may be expended by the International Board to purchase
property. If such property is bought for cash the whole of the
purchase price, if available, may be paid fromthe Buil di ng Fund.
But in case of a down paynent and nortgage, the nortgage of a
buil ding used by a Central Organization or City Ofice, nust be
paid off fromthe Expense Sum as it replaces rent paynents which

woul d ot herw se be made.

4. Building Fund noni es may be expended by the internationa
Board or transferred w thout any consultation with the |oca
organi zation. Such purposes include |ocal dissenination or |oca
experinental projects, local collection of data, Internationa

Research, and any ot her purpose.



5. The repaynent of |oans made before January 1, 1965, by the
I nternational organization or its board nenbers, nmay be done by the
International Board fromthe Building Fund. Bills owing to the
international Organization before January 1, 1965, may be coll ected

fromthe Buil ding Fund Account by international Board action
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SUMVARY

Greatly increased | ocal incone makes it possible to return to the

original plan and use of the Building Fund Account.

It should be realized that this account was nade available to the
| ocal organi zations sone years ago to bridge the research gap now
traversed. The actual action here is sinply restoring some of the
status quo extant a few years ago, signalizing the end of an

ener gency assi stance peri od.

As early as 1957, orgs commonly had surpluses while paying 25% of
their income into a separate account and this noney was never
touched for local activities. | permtted after this rents to be
paid fromthe Building Fund and some other expenses to expedite org

grow h and to ease the research gap until processes stabilized.
It should also be noted that the above arrangenents permt an org
to catch up on past debts for 10%, books, tapes (but not Saint
Hi || student enroll nment or expenses) owing to the Internationa
Og.
STARTI NG THE ACCOUNT

Most such accounts are already started

For a neworg to start one it is only necessary to obtain the

usual papers and cards from a nearby bank and send themto Saint



Hill.

The Treasurer at Saint H Il conpletes themand returns them

direct to the bank and also inforns the org of the fact.

A cheque book must be requested of and received fromthe bank by
Saint Hill. Al relevant papers and the cheque book are nade part

of the Treasurer's Files.

Such accounts do not becone the concern of either the

International Org Sec or the Saint Hill Accounts Unit.

ACCOUNTI NG

Deposit slips noting deposits into the Building Fund Account of a
local org are sent to the Board Treasurer at Saint Hill directly

along with weekly reports.

These slips are not invoiced by Saint H Il Accounts as the nonies

are not actually received at Saint Hill

They are invoiced by the Treasurer on a separate machine and the

white is returned to the org by usual channels.

Al'l bank statements on such | ocal accounts are directed to be

sent only to the Treasurer

The Treasurer's Files contain, then, a file book for each org
with its sections chronologically marked into which the basic
papers, the bank statenents, the copies of the invoices, the cheque
book and all correspondence and activities relating to that account

are carefully kept in order and up to date.

At the org, aroutine file for the white slips and deposit slip
copies is kept. into this file the local accounts unit also places
its di sbursenent voucher for each deposit into the Building Fund

Account. Note that the local org nmakes out a di sbursenent. voucher



for all deposits into the Building Fund Account, treating the noney
as expended. A copy of this voucher acconpanies the deposit slip to
Saint Hll.

Al'l correspondence with an org relating to the Buil ding Fund
Account goes only to the Treasurer and is not handl ed by the

i nternational Og Supervisor or Saint Hill Accounts.

L. RON HUBBARD

LRH: jw. rd

Copyright (c) 1965
by L. Ron Hubbard
ALL RI GATS RESERVED

38

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hi |l Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 28 JANUARY 1965

Remni neo

Int Bd Menbers
Cont Dirs

HCO Cont Secs
Or g/ Assn Secs
HCO Secs

Accts Units

ACCOUNTS HATS FI NANCE
HOW TO MAI NTAIN CREDI T STANDI NG &
SOLVENCY
(Hat check on Org/Assn Secs and Accts Assistants)

Credit does not entirely deal with nmoney. It has everything to do



with confidence and reliability.

When the world saw a recently el ected governnent act foolishly
with custonms dues, etc. it had no confidence in that government and

the currency of that governnent went to pieces on the world market.

Money is basically a natter of confidence. So is credit.

An accounts unit that handl es noney poorly wecks the org's
credit rating. Insolvency is nmuch less often the source of poor

credit than just poor noney handli ng.

Al nmost all our orgs have good credit. But where they don't it is
noney handling, not the anmount of npbney avail able, that w ecks

credit.

An Assn/ Org Sec who handles bills in a certain way has good org
credit. One who doesn't has bad credit.

To try to assign credit to the anpbunt of noney available is

conpl etely fal se.

You can have lots of noney and horrible credit. You can have
little noney and excellent credit. So saying "our incone has been

poor so our credit is bad" is a lie.

The busi ness world judges Scientology not on its scientific
validity but on its financial credit rating. If the org's credit is
good, then "Scientology is okay". If your credit is bad,

"Scientology is a racket", in business general opinion

Mel bourne's financial credit went bad before its general repute

earned it an Enquiry.

CGood credit is a primary dissemnation line. It breeds
confidence. You can't have bad credit and still be thought of as a

valid science.



So financial managenent nust hel p general dissen nation by

mai nt ai ni ng good credit.

A bad credit rating comes fromnegligence in Accounts, not from

the lack of industry of the Registrar

To begin with, an org has no business spending nore than it
makes. To do so shows stupidity in managenent and accounts, |ack of
a purchase order systemand a general beatnik state of

organi zati on.

Make all the nobney you can. Spend less than that. That's the

sinmpl e ABC of financial control

Make sure all the incone is accounted for and banked.

Make sure no unauthorized purchases can be nade by executives or
staff by requiring an authority to purchase or contract fromthe
head of the org before any purchase can be nmade or contract signed.
Sure that's slow. Wo wants it fast? The slower it is, the |l ess you

spend.

You want speed on the inconme line. The disbursenment line is

somet hi ng el se.

So never listen to sonebody saying "But it takes so long to get a
purchase order that | just bought it ---". Yawn and say, "You
bought it w thout authorization. You can pay for it personally."”
Never | et your Purchase Order system break down. |f you do you will

soon be spending nore than you nake. Fact. No exceptions.
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A company to nost people is something to bl eed. They never

realize that a conpany can only spend what it nakes and that what



it has is nade by individuals. So if you have somebody around who
is always saying "the org will pay or should pay", point out that
the org is its staff's collective pocket book and that that pocket

book has a bottom

SCLVENCY

You sonetimes hear around an org a wave of "we're broke" when
spending is restrained. This hurts credit. For it's not true.
Econony is not a sign of being broke. It's a sign of increasing
prosperity. Wthout curtail ed and wat ched spendi ng you never have

prosperity.

So don't tell everybody "W can't buy it because we're broke"
That's a lazy, dull reason. A better one is, "W can't buy it
because we don't need it", and is usually the truth. "W have a
P. 0. system because we want to prosper" is the real reason you have

one.

Make | ots of money. Spend it frugally.

So it gives a tax problem So what? Your accountants should be
capabl e of avoiding tax probl ens. Whether you do or don't have
noney you will always have a tax probl em because governnents are
crazy. The way to solve tax problens is to have noney, not to be

br oke.

Taxes exist only to destroy businesses. Be inpudent. Get rich and
to hell with them Governnents are just a reactive bank we have to
live with for a while. Learn to handle them But not by refusing to

nmake noney or have it.

But sol vency depends on how you handl e things, not on how nuch
you have. M cawber, in "David Copperfield', said that if you had
twenty-one shillings and spent a pound, you had happi ness. But that
if you had nineteen shillings and spent a pound, you had m sery! A

pound being twenty shillings, that's all there is to sol vency.



If you have to spend a million dollars, then you better nmake one
mllion one hundred thousand first. And then nmake sure you don't

spend one mllion tw hundred thousand.

The secret of solvency is:

Make a | ot of noney. The way to do that in Scientology is covered
in HCO Policy Letter of January 21, 1965 - "Pronotion and

Organi zati on”

2. Spend |l ess than you make. That's covered by having a good P.OQO

system and al ert financial nmnanagenent.

3. Make it before you have to spend it.

4. Gather bit by bit a cushion of cash to fall back on and don't

ever fall back on it.

5. Keep your credit excellent as a second cushion

6. Refuse to spend reserves. Make nore nmoney to neet the
energency instead. (It's usually quicker to make it than to dig it
out of old hiding places. Never borrowto pay bills It's |less

trouble just to nake the noney )

7. Realize that collective-thought regarding finance is just bank
and that bank is dead against the creation of anything good and all
for eating up everything that exists. Thus financial planning and
control is an individual job, is often contrary to group denands
and succeeds only when the individual handling it can rise superior
to the group. A tane dog financial manager, trailing along behind
the group, yessing everything, will always nmake the group
i nsol vent. The person you put in charge of financial managenent
shoul d be able to say "No!" no matter how popular a silly "Yes"
woul d be. The financial nanager is not there to buy his own

popul arity with org funds.



In the early years of Scientology, ny whole answer to org
sol vency was just to make a | ot nore noney than people could waste.
It's a good answer, lacking all others. Wien | finally attained
control of orgs, | was able also to curtail the waste while making
| ots of nobney and we've been pretty solvent ever since. The
principles | used to achieve and continue this state of sol vency

are accurately and conpletely listed in 1 to 7 above.

CREDI T

When you realize FINANCIAL CREDIT is vital in dissem nation, you
becone very interested in what it is. As | said above, this is

confi dence.

G ven sone degree of solvency, you still do not have a good

credit rating. That is achieved by HOWN YOU PAY BILLS
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This is the one big point that is vital to know thoroughly in

this policy letter.

If an Association or Organi zation Secretary and the Accounts
Assi stant does not know exactly this data, the org will have bad
credit and financial trouble, no matter how much they nake.

There is an exact way to pay bills.

This is to pay the bills up to a certain date always. It is

call ed "Paying by dateline".
Never "pay a little bit on each bill" to save noney or hel p cover
a lean period. That will never help. On the contrary, it advertises

your | ean period and hurts your credit.

I nst ead, always, lean or fat, pay all the bills behind a certain



date and none closer to PT than that date.

That's why we have the type of disbursenent system we have. So
you can do this trick. If your disbursenent systemand its files
are not up to the mark and are sl oppy, you will always have bad

credit because they can't then do this trick of Dateline Paying.

Look to the inefficient accounts unit and the lack of this
bill-paying systemif your local credit is poor. Don't go off into
i ncone-out go. Just demand that our general accounts system be

foll owed and that Disbursenent Files are up to date.

If you find an accounts personnel giving financial managenment the
razz-ma-tazz about why it can't have good di sbursenent files and if
this bills-paying schedule is always being violated, assune at once
that that personnel is overtly wecking the org's credit and get
himor her away fromthat post and get sonebody in who will follow

our systemaccurately and help pay bills only by dateline.

You can have six nonths worth of unpaid bills in sone areas of
the world and still have a good credit rating providing you do not

have one bill that is ten nonths unpai d.

Never "pay bills" any old way. A financial manager should al ways
refuse to pay bills one at a time on different days, or when

accounts submts a check.

Tell Accounts "G ve nme every bill we owe prior to August (three

nonths ago)." Add these up. Let's say the anpbunt exceeds our cash
Cut it back one nonth. Order "Wite cheques for every bill up to
July 1." (That's four nonths back.) That we can cover fully with
cash. W& pay all bills up to July 1. W demand of Accounts "Are you
very very very very sure that no bills dated prior to July 1 now
exist?" If the answer is "None exist", okay. But if we find out
next week that one existed for April 1 that wasn't included, we

overhaul the unit as destructive of credit.



Busi ness nmen handl e their books by bills owed month by nonth, not
by total suns owed. Wen a Check comes in paying his July 1 bill,
then it's plain you' re paying your bills. If you send a small sum
hopefully to "stave themoff" they can't dism ss any one statenent
with it and so get panicky. It |looks |ike you aren't paying your
bills.

After you've paid all bills older than 4 nonths, get busy and

make noney. In 30 days, request of accounts "all bills up to 15
August". Let's say we find that we have cash to cover. W say "Pay
all bills up to August 15". Now we're only 3 1/2 nont hs behi nd.

A month hence we pay "All bills up to Gt |." Now we're only 3

nont hs behi nd.

If you get sone eager beaver into finance who doesn't use or
understand how to do this, you can suddenly | ook up and find that
you thought you were doing all right but you' re broke. The eager
beaver paid randomy anything in the files he or she cane across
"in order to pay our bills". We aren't interested in bills as

bills. We're interested in "all bills earlier than a given date".

You can go pretty smash on an eager-beaver bills-paying spree

with no regard to the age of each bill.

Only pay by this system PAY EVERYTHI NG UP TO A DATE ALWAYS and

no further.

And get a new Accounts Unit if Disbursenent Files aren't

accurately kept so financial managenent can do this.

EXCEPTI ONS

Government tax bills, water bills, occasionally rent or 'phone

are sometinmes acconpani ed by threats of vast action unless the

whole bill is paid instantly. Still try to
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use the above system But if you can't, pay it and retard other
bills accordingly. And thereafter, don't pay that outfit's bill on

any other terns than threatened trouble.

If a tradesnan, despite the use of the above system demands
further paynment or threatens suit, caution himthat if he carries
on this way you'll deal elsewhere. And carry out the threat. Never
continue to use a private business firmafter they become obnoxi ous

about bills. Trade el sewhere. And say why.

If you're using the above dateline systemand a tradesnman gets
upset, then he is gypping you or he has too little finance to
handl e your account, so stop trading with him Al ways nmake that an
i ron-bound policy. Be very proud and haughty about bills. Never
propitiate.

So the points here that are inportant are:

1. Pay by dateline only and pay all up to that dateline. Put the

dateline far enough back so you can pay all up to that date.

2. Have an Accounts Unit that can do this and change one that

flunks it.

And that handl es the whole of credit rating.

Si npl e?

OUR SYSTEM

The ot her day two high-geared chartered accountants were giving

me a lot of stuff about how | needed a double entry system and t hat

the existing systemwas w ong.



They said, "W can tell you 21 days after the 30th of the nonth

where you stood in that past nonth using our double entry system”

| said, "The systemwe have to have nust tell us four days after
the past week exactly where | stand. W operate in the 20th
Century, not the 19th."

They said, "But your systemis wong."

| said, "In a double entry system you need each bit we have,
don't you? Invoice all the noney, bank it, reconcile the deposits
with the slips and statenents, file all the bills, verify them pay

them by cheque and voucher and keep all records.™

They | ooked at each other and were very quiet. "Yes, that's

correct," they said.

| said, "All right, that's our system Now you can do anything
you like with that systemfromthere on, so long as you don't
prevent us from knowi ng where we stand four days after the past
week and don't bar out a non-accountant from di scovering what's
what in the Accounts Unit. Now go ahead and on our system erect any
systemyou |ike. No governnment requires anyone to have books. They
only require records. But books, if they help, should al so be kept

made up from our records.” They agreed.

So if you are getting propaganda about how our systemis
i nadequate as a reason not to operate and have accounts, get
sonebody in who can make it work. For our systemis the basis of
every other systemand if it's in order and done, you can have

books. If it isn't in order, no books can be kept by any system
So we don't care what accountants do with our basic system so
long as we still at least have that. On that, any type of books can

be erected or any bal ance sheet nade.

If you have the basic data you can add it up



I f your accounts unit can't add up whatever you need then our
systemis not kept up and no systemwould work in that unit. \Were

there is Accounts trouble there is:

1. Non-conprehensi on of our basic systemas the basic of any

accounts system
2. Not hi ng bei ng done.
Get our systemin so you know where you are with cash and bills.
Manage by paying all bills up to a specific dateline only.
Advance the dateline as you can cover all with your cash and nake
| ots of nobney so you can advance it further toward PT. Practise
econonmy so you can advance it even cl oser
Continue to do that and you'll always have a good credit rating.
W have a lot of fine accounts units. They do a good job. They
can handle this if they understand it. It's your job nowto get it
under st ood and done.
LRH: jw. rd
Copyright (c) 1965
by L. Ron Hubbard
ALL RI GHTS RESERVED
L. RON HUBBARD
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HCO POLI CY LETTER OF 2 MARCH 1965
Rem nmeo
Int Bd Menbers
Cont Dirs
HCO Cont Secs

All Accts Executives

FI NANCI AL MANAGENMENT
( ACCOUNTS HATS)
(Ref: HCO Pol Ltr Jan 28, 1965)

PURCHASE ORDER FI LI NG

Al'l Purchase Orders nust be filed in the fol ders of conpanies
fromwhommaterial is ordered regularly or in the Unpaid bills file

i medi ately the purchase is nmade.

There may be no additional "Purchase Order File" which retains

ori gi nal PGCs.

When nmaking up the nonthly bills statenment the Accounts Unit nust
exam ne folders for POs outstanding not covered by statenents and
report these on the nmonthly bills statenent to the financia

manager .

Failure to so check lays us open to error in dateline paying of
bills. An account froma conpany that is sloppy in sending
statenents can suddenly energe froma period earlier than the

dateline set and ness up our paying of other bills.

For instance, you confidently pay all bills up to, say,
Septenber, only three nonths earlier than current. Two weeks | ater
Accounts tells you that you owe another aob, 000 back from sumer.
You have to back up the dateline to handle them There is nothing
wong with backing up the dateline. But there is everything wong
wi th having o5, 000 nore bills than you bargained for. it's a nasty

shock and oversets all financial planning and estimtes of the



state of the org.

The way this can happen is that two or three conpani es have never
subm tted statements for work done and accounts didn't see the
bills were mssing. Then said conpanies submt bills and bang,

there goes financial nanagenent.

We care nothing for the interest the noney would draw if we
didn't pay until a statenent was sent. W do owe the noney and it
is better to pay it. That they sent a statenent five nonths late is

no advantage to us. Actually it's a ness up

So keep all PGs in the proper files so you can al so check them
for appearance and in | ack of appearance on the statenents we get.
Don't be hopeful such firms will forget. They never do. They just
junp up suddenly and scream for noney right when you think you're
going great. Their failure to send statenents will get theminto a

financial nmess which they then solve by frantic denands for noney.

Try not to deal with such firms as they have pretty | ousy

managers and will ness us up by slow delivery and all

But even so, look for big PGs particularly that don't appear on
statenments yet before you feel secure that your nonthly bills

summary for financial nmanagement is "all there is up to Septenber”.
O herwi se you put our credit at risk and weck all efforts to

estimate the condition the org is in.
LRH: jw. rd

Copyright (c) 1965

by L. Ron Hubbard

ALL RI GHTS RESERVED

L. RON HUBBARD
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 4 MARCH 1965
Gen Non-
Rem meo Assi st
Treasurers Accts

units Sthil

ACCOUNTS HATS
RESERVED PAYMENT ACCOUNT

Al'l organi zations nust start,. as an additional bank account, a
Reserved Payment Account with signatories the sane as other routine

org accounts.

The Reserved Paynment Account, as its nanme indicates, is noney set

aside for a certain destination but not yet sent.

PURPOSE OF THE RESERVED PAYMENT ACCOUNT: To prevent a false idea
of the financial position of the org fromoccurring by providing a
pl ace where noney awai ting di sbursenment can be placed before it is
actually paid out, thus renmoving it fromthe general accounts and

estimates of financial position of an org.

QUESTI ONED BI LLS: Anytine a bill is in question, it is not paid
to the creditor until fully settled. However, dateline paying
becones very di srupted by such suns and the actual financia
position of the org becones difficult to estimate while such suns
remain in its regular accounts. Wen a past bill prior to the
dateline is being challenged and corrected, the full amount is
deposited in the Reserved Payment Account. To pacify the creditor
who may get the idea you are just stalling, also always send hima
copy of the Reserved Paynent Account Transfer Voucher, witing:
"Dear Blitz & Co: Your bill is being audited for verification or

correction. Meanwhile its payment is being held in our Reserved



Payment Account. If verified or corrected the anbunt owi ng to you
will be paid to you fromthis account."” The transfer voucher is
clearly marked "Blitz & Co, Reserved Paynent Account Transfer for
March bill, being checked." Such vouchers acconpany other cheques
bei ng presented to the signatories of accounts. Wen the actual sum
is verified, that amount is then paid the creditor by a cheque from
the Reserved Paynent Account. For any noney not paid, it is

eventually returned to the regul ar accounts.

At times when the books are being closed for the period just
past, any excess noney in the Reserved Paynment Account is returned
to the regular accounts as a transfer or left as a saving for

future purchases as directed by financial managenent.

TAXATION: Al taxation nonies which are owed governnents but are
not yet paid are deposited in the Reserved Paynent Account and
eventually paid to the governnent as owed. This neans that where an
org nust pay w thhol ding tax, PAYE and other such suns, TWO sal ary
cheques are drawn each week, one for the staff, one for the
governnent. The governnent cheque is deposited to the Reserved
Payment Account. Once a nonth or as wi se, the governnent is paid
off to date with a Reserved Paynent Account cheque or cheques
amounting to the sumowed. In cases of org incone tax payments, any
sum estimated can be placed in the Reserved Paynment Account as

seens prudent, fitting the conditions of the area.

QUTSTANDI NG PURCHASE ORDERS: Wiere, on preparing a Monthly Bills
Sunmary for dateline paying, large PGCs for which statenents are not
yet received, incurred prior to the dateline nust have their
anounts deposited in the Reserved Paynent Account or a libera
estimate of the anobunt. Such |arge PGCs nust not remai n undetected
and nust be part of the dateline paynent system If a large PO
exists for August but the creditor has sent no statenment and the
dateline being paid to is Septenber 1, then the amount of the large

PO is deposited in the Reserved Paynent
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Account when the other bills are paid. There it remains until a

statenent is submitted by the creditor

SAVI NGS: When the org desires to buy sonething big or expensive,
it should not use tine paynents, hire purchase or nortgages. It
shoul d start putting noney into its Reserved Paynent Account and
when the full sumis there, buy the itemfor cash, using the fact
to obtain a good big discount. Wile the Building Fund on Buil ding
Purchases is also intended to help buy buildings outright, there is
not hing wong with al so depositing avail abl e anounts of the

Di sbursenent Sumin the Reserved Paynent Account to help out.

Al nmonies transferred to the Reserved Paynent Account are nade
the subject of a D shursenent Voucher which clearly states why and
for what the paynent is being reserved for. O course, when any
anount is paid fromthe Reserved Paynent Account another voucher is
witten, referring to the first one regarding the origina
transfer. So it is necessary that when one nmakes a Di sbursenent
Voucher for transfer into the Reserved Paynent Account, a copy of
that voucher is spindled or put into a handy single file. Qherw se
one won't be able to recall why the Reserved Paynent Account has
noney in it and so may let it be used for sonething el se as an
apparent overflow nmuch to everyone's eventual enbarrassment when

the X bill gets straightened out and wants noney to pay it.

The Reserved Paynment Account is an easy system People often
handl e their own personal noney this way - $20 aside for a new
jacket, 515 for this week's share of the rent when it falls due.
Add to this $12.50 "for the nmoney Bill says | borrowed and he has
to find the note for" and put it all in the broken tea-pot on the

top shelf and you've got the purpose and action of the account.

You can object to it on the grounds that "it ties up capital on
whi ch we pay interest in another account” etc. but frankly such
small interest bits are little to pay for the security of know ng

you can neet your obligations. To juggle with already committed



funds is financial Brinknmanship.

You see, by just an orderly scheduling of paynents (as per
dat el i ne paying) and being prudent in setting big anmounts ow ng but

not paid aside, an org can nove up to present tine.

| know no other way of getting an org's finance (or a pc) to
present tinme except by pulling off the things which hold himin the

past .

An org is far nore aware, and far saner if it's in Present Tine.
Just like preclears. Hence dateline paying and the Reserved Paynent

Account .

L. RON HUBBARD

LRH: jw. rd

Copyright (c) 1965
by L. Ron Hubbard
ALL RI GHATS RESERVED
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EMERGENCI ES AND ACCOUNTS
PERSONNEL



Any tendency of Accounts to use "we're poor" or "we're in an
energency"” to turn down PGCs or explain to tradesnen why bills are
not paid reverses the energency fornmula (1) Pronote (2) Change (3)
Econom ze and (4) Deliver. Crying poverty is a violation of the
formula, to say nothing of being a sour postulate. Al you have to
do to really fail in an energency is to use the wong sequence in
the formula. If you use econony in the nane of "pronotion", the

whol e org is threatened and may col | apse.

When the org is doing all right and accounts personnel falsely
uses an energency formula to turn down PGs the org can be thrown
into an urgency condition, since poverty, wongly announced, brings
poverty and frantic pronoti on becomes necessary to save credit. In
the Energency Fornmula the first action is Pronote. This applies to
the nmoney section of the org as well. Wile they don't have to
wite letters to new applicants they do have to pronote the org's

credit standing both to staff and tradesnen.

Accounts and finance pronotion in a tinme of energency is to
bol ster confidence in the org's credit by putting a good face on

things and encourage the staff to nake nore noney.

For exanple, a politician recently destroyed his country's credit
abroad by howl i ng "econonic noney crisis" instead of pronoting
Engl and. Saying to sonebody, "You cannot have this Purchase Order
because we're broke" is sonetinmes a social falsehood, told to
escape having to tell the applicant that the Purchase Order is
silly. One doesn't downgrade the org's credit to nmake an
extravagant staff nenber stop bl owing our noney. One says, "Maybe
i f your departnent nade nore noney, you could have this. Until your

departnent does, you can't." It's really a matter of they are
broke, not the org. If the departnent is doing well and stil
submits a wasteful Purchase Order, just say so. Say, "W aren't
maki ng noney to be silly with it. W need what we nmake to expand,
not to buy " whatever the PO calls for. The criterion of all PGCs
is, "ls this PO for something that will increase our ability to

expand or is it just somebody's got-to-have?" That's the judgenent



in signing a Purchase Order as OK. Sone itens actually retard

expansi on, consuming nore tinme to us than they save.

In the case of a tradesman demanding for a bill only slightly
overdue you will wusually find they have done poor work or sl ow work
if youre at all solvent and paying your bills. Don't say, "W're
too poor and we can only send you a little but we will try." If you

do and anybody hears of it in the org, it may becone the subject of

discipline if not Comrmittee of Evidence. Say properly, "I don't see
that your bill is much overdue. It takes a bit of time to pay a
bill you know. | will check over your account and see if it is all

right. And by the way, people who dun us either have insufficient
finance to handl e our business or something is wong with their
bill. I amsetting your bill aside for audit and if you call again

about it, we will sever the account."”

Be tough. They're probably a gyp outfit anyway. |'ve never found
ot her wi se.
For a bill in actual question say, "The amount of your bill is

deposited to our Reserve Payment Account and will be freed when we
have finished an audit on your statenent."” And tell them how they

can hel p.
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If the org has foolishly let itself get deep in debt and there is
little noney, the surest way to nmake tradesnen demand full paynent
is totell them how "poor" you are. They will instantly rush to
serve you with suits. Just say, to tradesnmen who dun, "Ch really?
W' Il send you a cheque." Never say how nuch. And stay steady with
dateline paying and you'll nake it. Your casual air is itself
pronotion. |If a personnel has noney trouble of his own he thinks
everybody el se nmust have. That is not true. Very few people have
real noney problens. So don't sell noney problens. That's not
pronotion, that's sabotage. Sell good sense and sound finance and

good credit.



Downgr adi ng Scientol ogy credit rating by careless or fal se
statenments concerning its financial condition is very, very,

serious. And should be regarded as such.

We control an awful |ot of noney in Scientology. W are as rich
as we pronote and deliver and handl e our noney sensibly. To say
"Scientology is broke" is very, very much a suppressive act.

Bol ster credit in emergencies, that's the pronotion action for

Account s.

| never wite a letter that concerns noney w thout promoting our
credit standing. Never. | always prompte our credit. "Dear Bank
Manager: Qur expansion is going so rapidly that" or "Dear Blitz and
Co: Demands for Scientology are such that our org w shes to buy a
new Blitzet, providing we don't have to wait on delivery. W can't.
Etc." Pronote the org's credit. Public confidence in Scientology
depends on our pronoting and mai ntaining excellent credit
everywhere, and even when you're on the ropes in energencies, stil
pronote our good credit. After all, we'll be around for the next
trillion or nore. Why not have good credit standing while we work

Credit is just an idea. Help plant it. And then make it cone true.

LRH: wne. rd
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Board Menbers

HCO Policy Letter of January 19, 1965 "Finance - Org Accounts"

is herewith cancell ed.

LRH: wre. eh. rd
Copyright (c) 1965
by L. Ron Hubbard
ALL RI GHATS RESERVED
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HCO POLI CY LETTER OF 26 NOVEMBER 1965
Gen Non-
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Og Div Hats

Executive Division
O g Division
FI NANCI AL PLANNI NG

The Financial Planning Hat is worn by the Advisory Council.

Fi nanci al Pl anni ng neans-How to handl e t he noney and assets of an

org so as to nmmintain outgo bel ow i ncone.

The actions of Financial Planning are as foll ows:

1. Directing the paynment of bills (as designated by the Ad
Counci ) ;



2. Directing any necessary delay in the payment of certain bills;

3. Handling finances in accordance with "dateline paying" as

covered in an early policy letter;

4. Setting limts on the Purchase Orders that may be signed;

5. Preventing divisions or departnments in Energency from buying

any but essential promotional supplies or postage;

6. Adjusting payrolls;

7. Setting limts on pay, overtinme or bonuses and all

aut hori zations for pay overtinme or bonuses;

8. Fixing prices;

9. Directing any transfers of funds;

10. Deciding upon any |arge purchases;

11. Authorizing the sale of any equi pnrent or property;

12. Passing upon prices offered for any equi pment or property.

Any matter affecting the financial health of the organization has

to be passed upon or planned by the Advisory Council.

LRH (O fice of LRH, Financial Planning Authority) can set aside
Advi sory Council decisions in any Financial Planning natter whether

referred to himor not.

Only large transactions or inportant |ong range decisions should
be referred to the Ofice of LRH and then only when the Advisory
Counci | is divided.



DI SBURSEMENT SECTI ON

The Di sbursenent Section furnishes the data w thout which

financial planning is inpossible.

A short sumary of the data required for financial planning is as

foll ows:

The Di sbursenment Section files every bill received in the

Di sbursenent Fil es.

Those bills that are repetitive are filed in folders under the
company name. The one- tinme bills are filed in a | oose folder for a

singl e nont h.

The Di sbursenent Section has made up a M neographed form This is

the Monthly Bills Summary.

This form has the name of each conpany with which the org does
busi ness plus adequate bl anks after each al phabet letter for new

compani es to be added.

This formhas four colums. The first colum is the conpany owed.
The second colum is the grand total of noney owed that conpany.
The third colum is the anount that is past due. The fourth col um

is the nonth since when the bill has been past due.

Al bills are filed on arrival. They are not kept out and
entered. They are filed in the folders. This is inportant. No one
nmust pay bills just taken fromthe post and save up. They are

pronptly filed.

Then one takes the folders one by one and nakes up the Mnthly
Bills Summary. As each folder is taken up the bills are exam ned
for correctness, straightened up and entered in the Monthly Bills

Summary.
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The way the system breaks down is to nake up too many fol ders.

Only a repeating creditor rates a folder. One the org does
business with routinely like the |ight conpany, the landlord, the
paper conpany, etc. The occasional bills go into the folder for the

nont h.

Each time a Monthly Bills Summary is made up, the occasiona
fol ders for past months containing unpaid bills are gone through

again and added to the statenent.

The Statenent for one nonth conplete, then tells one the tota
noni es owed by the org for that nonth. Thus there is a statenent
for each nonth. The Monthly Bills Sumary is due in the hands of

the Ad Council on the second Tuesday of each nonth.

BANK RECONCI LI ATI ON SECTI ON

The Bank Reconciliation Section of the Dept of Records, Assets
and Material makes up the | atest bank records of nonies on deposit

concurrent with the Monthly Bills Summary.

Thi s section once each month (concurrent with the Monthly Bills
Sunmary) reconciles all bank statenents, tapes all cancelled
cheques on their counterfoils and in short nakes certain there are

no bank errors or oni ssions.

A Monthly Accounts Summary is then prepared showi ng the anmount in
each bank account. This too is a m neographed form show ng the
nanes of the bank used, cheques outstanding, etc. It also carries a

total sumof nonies in the bank

This formalso carries a section devoted to | oans outstandi ng

that the org nust pay.



This form nmde out, is submtted to the Ad Council on the 2nd

Tuesday of each nonth.

I NCOVE NOTE COLLECTI ONS SUMVARY
THE COLLECTI ONS SECTI ON

The Col |l ections Section of the Departnent of Income submits to

the Ad Council a formcalled the incone Note Collections Sumrary.

This formcarries an anount for cash collectible from notes
(possible to collect) and a cash collectible fromnotes past due
and the anmpbunt of notes that are, apparently uncollectible. The

total is added into grand total of Credit Advanced.

It gives the total of paynments received during the nonth past

(the 1st to the last day of the nonth).
It gives the nunber of statenents nailed in the nonth just past.
It gives the nunber of persons with overdue notes who have been
handed over to the Director of Cearing and passed on to Field

Staff Menbers.

It gives the nunber of notes to date given to | awers for

collection that remain uncoll ect ed.

This incone Note Collections Summary is placed in the hands of

the Advisory Council on the 2nd Tuesday of each nonth.

ADVI SORY COUNCI L ACTI ON

The first action of the Advisory Council is to prepare and get

m nmeogr aphed the three forns described herein.

The second action of the Advisory Council is to nake sure the Og

Division is so organized as to be able to nake out the forns



provided easily, that their files are so arranged as to do so and

that personnel exists to do them

The third action of the Advisory Council is to nmake sure the
persons nmaking up the forns know this and ot her pertinent policy

letters.

The fourth action of the Advisory Council is to nake sure that it
recei ves the proper forns on the second Tuesday of each nonth,

ready for use in Financial Planning.

The fifth and continuing action of the Advisory Council is to
make sure routinely the forms are accurate and actual and not

generalized or "roughly estimated"

The sixth and nobst inportant action each nonth is to plan
financially on the basis of the three reports and set linits or
restraints on POs or personnel nunbers or whatever is necessary to

achieve "Qutgo |l ess than Inconme" and get or keep the org solvent.
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| NCOVE

The Advi sory Council's Actions of assigning conditions to
divisions on the basis of the gross divisional statistic and
actions in straightening up Divisions in Emergency and pushing
standard Pronotion as per HCO Policy Letter 22nd Novenber 1965,
will keep inconme up.

It is nore vital to pressure incone up than to save noney by
Fi nancial Planning restrictions. The energency fornul a pl aces,
rightly, econony after pronotion Pronotion comes first.

But econony is also vital. It is handled in relation to incone.

When income is far down the Advisory Council sinply shuts off al



but pronotionally vital PGCs.

Where a Division is in Energency the Ad Council shuts off all PGCs
except those vital to pronotion in that division. (The tendency of
a Division in enmergency is sonetinmes to demand extravagant or

unwi se purchases.)
CHEQUE SI GNI NG
The Cheque signhing line contains all three of the above reports
as of the last tine they were prepared and a tape of all cheques

pai d since.

Cheque signing policy as already rel eased thus requires the other

two nonthly reports as well as the other itens specified.
To that policy, also add, that a cheque signer nust, to sign a
cheque, also have before himthe | ast issued orders of Financia

Pl anni ng.

It is very easy to confuse a cheque signing line with a Financia

Pl anni ng |i ne.

They are, however, conpletely different.

One signs any Cheque only after Financial Planning has been done
and with the total reports of Financial Planning and deci sions

t aken, before one.

Cheque signing is a secondary action and is the result of

Fi nanci al Pl anni ng deci si ons.

One pays only what Financial Planning has okayed to be paid and

how.

DI SBURSEMENT ACTI ON



When Fi nancial Pl anning indicates what to pay or not to pay,
Di sbursenent nakes up the cheques and sends the lot to cheque

si gners.

Cheques signed during the period are signed as authorized by
Fi nanci al Pl anni ng each week, such as, "Franking Machi ne, FSM
Conmi ssions and Petty Cash up to nay be paid in the com ng nonth."
This, part of the Financial Planning Mnutes of each neeting, is
the guide by which weekly cheques are nmade up, subnmitted to

signers, signed and sent.

SUMVARY

Unl ess all these actions are done, an org cannot in fact prosper

has poor credit and is generally upset.

One has to get in the Income. That is done by naking divisions do
their proper pronotions and keep their statistics up. The nechani sm
is Goss Divisional Statistics, assignnent of conditions and
i nvestigating and putting right Divisions in Energency by Ad
Counci | personal inspection. Sometines, where a divisiona
energency is continued too |ong, the Ad Council has to order an

E- Meter and case survey of its personnel as an SP is surely about.

I n Financial Planning one safeguards what one gets in as

descri bed above.

Cheque signers and PO Signers are not necessarily Ad Counci
nenbers but whether they are or not, are governed entirely by the

| ast Ad Council Financial Planning directive.

The Financial Planning Directive of the Month is issued pronptly
after the second Tuesday neeting of the nonth as an Exec Division
Admin Letter with the Month and Financial Planning of it in caps
such as FI NANCI AL PLANNI NG FOR MARCH

This is the second part of the Ad Council Assignnent of



condi tions to divisions.

Long range planning al so appears on this directive, this |long
range financial planning is not binding and is often changed in
vi ew of current happenings. It is a guide by which other executives

can tentatively plan.

LRH: ep.ca.rd L. RON HUBBARD
Copyright (c) 1965

by L. Ron Hubbard

ALL RI GHTS RESERVED
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 21 DECEMBER 1965
6 copies to
Each O g
Master Files
Org Exec Sec Hat
HCO Exec Sec Hat
Org Sec Hat
Dir Dept S

LRH Conmuni cat or

LRH FI NANCI AL RELATI ONSHI PS TO
ORGS

After a careful review of various tax situations in orgs | have

cone to the

fol |l owi ng concl usi on:

1. That no understanding is given by tax officials when the



rel ati onships of LRH, an individual, to organizations has been

handl ed on a very charitable basis by LRH an i ndi vi dual

2. That when LRH an individual does not precisely bill and denmand
paynent of debts by orgs to LRH an individual, the tax authorities

twist the matter to our discredit;

3. That |eniency where financial relationships between LRH, an

i ndi vidual, and any org rebounds to our discredit tax wi se;

4. That when sums owi ng by an org to LRH, an individual, are not
fully accounted for in the books and bal ance sheets of an org as
due and owing to LRH, an individual, tax problens arise for the org

and for LRH, an individual;

5. That tax problens stemfromthe leniency in this relationship.

For fifteen years | have personally paid for research, have
| oaned and advanced orgs noney, have guaranteed their overdrafts,
have given themthe benefit of nmy personal credit rating which is
hi gh. | have not sought for reinmbursenent; | have not collected

adequate pay or given orgs bills for what they owe ne.

The 10% sent by orgs is fully consuned by administrative service
(and much nmore than 10% and is routinely invoiced to the managi ng
organi zation and spent by it, or is sonetinmes held by LRH as a
trustee. It is not given to LRH an individual as records prove

wi t hout excepti on.

Al this for 15 years has been an effort on ny part to
hel p our organi zations. But it is interpreted in other ways by tax
officials, winds orgs up with what it owes LRH an indivi dua
showi ng as a "profit" and upsets LRH, an individual's personal tax
pi cture. Thus | have had to conclude that the majority of tax

troubl es stens from

(a) Orgs not keeping a proper record of nonies owed to LRH an



i ndi vi dual .

(b) LRH an individual not regularly billing orgs for nonies owed.

(c) LRH, an individual not exacting proper salary, paynent and

rei nbur senent!

In 1966 we will begin to set this right. A recapitulation wll

have to be nmade and records corrected.

Al though it is not easy to inmagine that a benign attitude on the
part of LRH an individual is inconprehensible to tax officials, it
is easy to realize that tax persons are unused to dealing with
unsel fish acts and suspect anyone so engagi ng.

Therefore the following policies are laid down:

A. Every org nust carefully record and keep in record all suns

owi ng to LRH, an individual;

B. All sums owing to LRH, an individual, mnmust be reflected on

yearly bal ance sheets;

C. Adequate sal ary and conpensation nust be allowed for LRH an

i ndi vidual by all orgs;

D. The Ofice of LRH nust al so keep a record;

E. The Ofice of LRH nust bill the orgs routinely;

F. Suns so owi ng nust be paid;

G Every effort nust be nmade to set the earlier records in order

H. The current indebtedness nmust be carefully accounted for

1. The LRH Conmunicator is responsible for the LRH an indivi dua



financi al suns
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appearing in the bal ance sheets of the org and that routine bills

are rendered.

Not e: These policies stemfromUS internal Revenue actions by
whi ch the Foundi ng Church of Washington DC is under threat of |arge
tax bills it does not owe and the tiny anount reinbursed to LRH, an
i ndi vidual, for actual outlays on behalf of that org are under
chal | enge and actual sums owi ng to LRH, an individual, are not
properly recorded or taken into account. All the trouble stenms from

the lack of Ato | policies immediately above.

DEFI NI TI ONS

LRH, AN I NDI VI DUAL, nmeans L. Ron Hubbard, a private person as
distinct froma trustee, a director or a staff nenmber. LRH, an
i ndi vi dual often advances goods or suns w t hout reinbursenent, has
borne the whol e cost of research of Scientology and used his own

noney to found organizations.

LRH, TRUSTEE. This is L. Ron Hubbard in the capacity of a trustee
as distinct froma director or individual or staff nenber. LRH
Trust ee, hol ds nmoney for corporations or persons or holds property

for them

LRH, TRUSTEE FOR TRANSFER. For sone years the Commonweal th
(overseas, not US) interests belonging to the Hubbard Associ ati on
of Scientol ogists, International, incorporated, in Arizona, have
been held by LRH, Trustee for Transfer. As the overseas interests
were worthless to the US Corporation in the US (HASI, Arizona) due
to currency exchange | aws, and was costing it noney, the board of
HASI, Arizona, appointed LRH a Trustee for Transfer for al
Conmonweal t h Cor poration property or interests with orders to hand

it over to a UK corporation. As Arizona |law forbids giving the



assets to any but a non- profit corporation, non-profit UK and
Conmmonweal th Corporations had to be formed. The UK tax authorities
nmake a conpany operate for a year before declaring it non-profit.
So far no Comonweal th conpany has been granted tax exenption for
conpanies LRH attenpted to form HASI Ltd was such an effort. Non
Profit status was refused it. But progress is now being nmade in
anot her direction so these assets can be delivered eventually to WK

and Commonweal t h conpani es.

LRH, A DIRECTOR, is a director on the board of directors of

several conpanies. No salary may be paid for this post.

LRH, A STAFF MEMBER, works on staffs as a case consultant,
training officer, lecturer, design and planning consultant,
pronotions adviser and a departnent head of the Ofice of LRH and
as such shoul d receive conpensation. As a staff nenber his expenses
are paid by orgs. The pre-Dianetic salary |level of LRH an enpl oyee

was several times that given by orgs subsequently.

10% ROYALTY, LRH an individual owns, since he paid for the
original research as well as later research and never received a
salary for doing it, all Copyrights, registered narks and trade
marks and rights of Dianetics and Scientol ogy. Orgs send 10%to
Saint Hill and this is used by HASI to adm nister orgs, paying for
conmuni cation costs, administration, bulletins, etc. etc. It is
invoiced to the Saint Hill Og and has never been given to LRH, an
individual, a matter of record. Some US 10% have been held by LRH
a trustee, and returned in legal in |loans and other officia
matters to orgs in the US. Therefore the 10%royalty owed for use
of name, nmaterials and research by orgs has never in fact been
pai d. The Franchise 10%is simlarly used up by Saint H Il in
giving service. No org or field auditor or Franchi se Hol der has
ever paid for its use of nane, copyrights, nmaterial, witing and

resear ch.

SALARY, LRH, an individual has received a salary fromtine to

time always |l ess than that given to conparable positions in other



orgs. It is currently o25 a week, advance.

| have tried to put as little financial strain as possible on
Scientology orgs. This is not understood and we are penalized for

it.

Therefore we nmust bring earlier arrangenents up to date and keep

current.

Thi s does not nean | want noney. | spend my noney on behal f of
Sci ent ol ogy one way or another anyway. It does nean that to stay
away fromtax trouble in the future we nust understand and put ny
relati onships to orgs on a sound current footing financially and

keep scrupul ous records of it.

LRH:mM . rd L. RON HUBBARD
Copyright (c) 1965

by L. Ron Hubbard

ALL RI GATS RESERVED

52

HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 4 JANUARY 1966
| ssue VI
Gen Non- Rem nmeo LRH
Communi cat or Hat HCO
Area Sec Hat Exec Sec
Hats Org Secs Hats

LRH RELATI ONSHI PS TO ORGS

| have several posts and relationships to orgs which nake up

several identities.



Unl ess these are understood many errors can occur, not the |east
of which are tax errors, and not the | east dangerous, power pushes

and upsets.

For instance, there are two Ofices of LRH at Saint Hill. And one
nore for every other org. This is a famliar situation. It has
happened in LA, Phoenix, DC and London-1 always specially work with
the org where | amsituated as well as continue to handle all other
orgs on an International basis and remain the chief executive of

each org el sewhere.

An org where | am making nore than other orgs, always bears the
expense of international activities. In this case, here at Saint
Hll, the org al so shares international incone and so its cost is

i ght .

Thus | have several hats and resultant Commlines here at Saint
Hll and at |east one nore in each org. These can be described as

identities and posts as follows:

LRH, AN | NDI VI DUAL

This is LRH a private person. This identity is the one who is
entitled to any royalties and | eases copyrights and trademarks and
technol ogy for use by Scientol ogy organi zations. This identity paid
for and did the research, organized the organizations. This is the
identity that |oans orgs noney or guarantees their bank accounts,

etc. and on death is a private trust for ny famly

LRH, TRUSTEE

This identity is a trustee who holds in trust properties and
noney for Scientol ogy and since 1957 has held UK and Commonweal th
corporations in trust for the original US company until these
assets can be transferred to a UK non-profit corporation. As UK tax

people will not okay such a non-profit status until after a year of



operation we have formed other corporations in the UK and
Commonweal th tine and again only to have themrefused non-profit
status. The laws of Arizona prevent transfer of HASI assets abroad
to any but a corporation with non-profit status. This | eaves ne as
a Trustee of all assets outside the US until they can be
transferred. But even after transfer | will still be a trustee for
Sci entol ogy corporations. Al noney sent to LRH an individual is
received by LRH a trustee or a corporation and is seldompaid to
LRH an individual but turned over to conpanies w thout being given
to LRH, an individual. This is a vital point, often m ssed even by
accountants who then get us involved. If the noney were 1. received
by LRH, an individual and then 2. turned over to LRH a trustee

and/ or 3. received and used by a conpany, it would hang LRH an

i ndi vidual for huge tax suns for nobney he has never really received
or used and indeed won't ever get. Exanple: M. X sends a $20
franchise pay to "L. Ron Hubbard". This is always invoiced by an
org as "Franchi se paynent". Therefore one concludes that "LRH" in
that case is LRH a trustee. If one erred and said it was the

i ncone of LRH, an individual, that identity, never seeing the

noney, would yet owe tax on it, which is unfair. A
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incomng 10% to "LRH'" nmean LRH, a trustee, and are used in
company expenses or are put away to be in general defense. The
poi nt of confusion is that LRH, an individual, is actually owed
those 1 10% as royalties to support research, etc. But the
conpani es receive and use the noney and it doesn't even go through
the hands of LRH an individual. LRH an individual, has not
cancel | ed nonies owed to him He has not received them LRH a
trustee, seldom gives LRH an individual any Scientol ogy noney. Tax
authorities are astounded at this (believing the worst of everyone)
but those on our accounts lines knowit is so. This is LRH a
trustee. "Trustee" is an identity and activity al nost all
novenents, churches, and benevol ent associ ations have and in each
case the "Trustee" does just what LRH a trustee is doing -

saf eguardi ng property and assets of an association. It's a very



usual role.

LRH, BOARD MEMBER

This is an unpaid identity on several boards. It is entitled only
to out-of-pocket expenses and al nost never puts in for any. This is
a nenber of a board of directors. These nust be paid no salary in a
non-profit corporation, only expenses. "Chairman" cones under this.

Al so "President".

LRH, EXECUTI VE DI RECTOR

This is better understood as "General Manager" as it isn't as a
nmenber of the board that it is held but as a manager. This is a
pai d post in any corporation or association. There are nunerous LRH
Exec Dir titles and identities; for this title repeats in each area

and org and in the international Division.

It neans "highest executive of the organization", "third nenber
of the Advisory Council", "head of the departnent called the Ofice
of LRH'. Therefore there is one of these titles for each org we
have and for the international Exec Division as well. Perth for
i nstance has an LRH Executive Director, Perth, LA has LRH Executive

Director LA, etc. Then there is LRH Executive Director WV

The identity of the LRH Communicator in the org or activity gives
clue to this. Each LRH Executive Director title has an LRH

Commruni cat or .

There are two LRH Communi cators at Saint Hill, LRH Communi cator
WN who attends to each org for LRH Executive Director WVWvia each
org's LRH Communi cator and LRH Communi cator SH who handl es the
traffic both of LRH Executive Director WVWas sent to it fromthe
LRH Conmuni cator WV and for LRH Executive Director SH.

This is only possible as the orgs are all simlarly engaged. HCO

Area Secs filled this role for years and still do where there is no



LRH Communi cator. HCO Area Secs still have duties for the Executive
Director regardl ess of the LRH Comunicator as old policy letters

show. "Sec Ed issue” is one of these.

Proper routing froman org is through the LRH Commof that org to
LRH Executive Director of that org and forwarded on to LRH Comm WV
who sees that LRH Exec Dir that org receives it in absence. LRH
Exec Dir WWnmay issue a blanket order concerning it but it is

usual Iy answered by LRH Exec Dir that org.

The Advi sory Council of any org operates without its third
menber, LRH Exec Dir of that org but in case of disputes or errors

finds LRH Exec Dir that org taking it up
LRH, STAFF MEMBER
In addition to all these other identities and titles there is
that of LRH, Staff Menber. As such | give staff lectures in the org
where | am assist where | can, crack cases and train students as

" Co-ordinator of Research" (meaning application of
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research), wite nagazines, take pictures, act as a routing

expert, listen to problens, and do a | ot of other things.

| amchiefly a staff nenber of the org where | am |l ocated but am

al so a staff nenber of each org.
COVPLEXI TY
Necessarily, no one person can hold all these posts and
identites. But at the same tinme, over the years, | have found they

are the mnimum nunber | nust give attention to.

To handle this conplexity | have many persons assisting ne. |



expect themto act with initiative. | expect themto carry out the
pur poses | have regarding orgs and Scientol ogy so as to keep things
expanding and the lines clean and flowi ng and keep ne fromgetting

so involved on just one point | can't do the rest of ny jobs.

For quite in addition to these posts, | have ny research hat (our
nost inmportant hat) and an organi zing hat and a pronotion hat and a
public relations hat. My witing-books hat shoul d absorb nost of ny

time with research conplete but not wholly published.

Thus | expect people to do their jobs so | can then do ny job and
don't like people to flub theirs and require special attention on
it. Only this holds us back because | then can't do ny jobs which

eventual | y breaks down our expansion and di ssem nation

OTHER ARRANGEMENTS

Many ot her arrangenents have been tried, fewer "identities" |ess
traffic for me. But each tine sone catastrophe has occurred. This
then required nore work than wearing that hat in the first place.
The early Dianetic corporative catastrophes occurred because | did
not have or wear all nmy Exec Director hats and had no |l egal contro
of the orgs. Since | began to wear these and took responsibility
thi ngs have been much better indeed, so | can't shed them So these

identities are a mninmumby trial and error and by success.
SUMMARY
Anyone on high executive and Accounts |ines should understand
these things thoroughly and LRH Comruni cators shoul d point them

out .

Only when these rel ationships are mi sunderstood do we get in

troubl e.

Qur growth depends on our staying out of trouble, getting our

lines in and keeping corporate structure straight. And



under st andi ng these separate identities or titles and functions and

usi ng them

It is doubtful if this situation will change. As orgs grow, ny
assistants grow al so and becone nore conpetent and refer less to ne
and work on del egated authority. My work is lighter the bigger we
get so eventually | will hold only titles with no actions or
duties. This can be continued easily and so there is no need to
reduce identities to sinplify lines. And there wouldn't even be a
need to reorganize if | wasn't there in the flesh at all. All
need to do is work out a succession of assistants to make the
activities continue. There is no succession of myself to be worked
out in any identity regardl ess of what happens to nme sinply because
| did the original work and as it is done there is no reason to

have a succession for it as it is itself.
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My identities are therefore woven in to the pattern so they don't
have to be altered to keep things going. LRH an individual becones
an estate. The rest is by appointnent from"LRH Executive Director"
with that title activated by the I nt AdCouncil or board but stil
used as a title but not of a person. The "Office of LRH' is part of
org structure. And before long even LRH "a board menber” wll be

needl ess to be filled in the flesh by del egated signature of LRH

This is not only today then, but tonorrow as well and the above
identities are firmas identities whether | amhere or not. Even
today 99% of ny functions are done by del egated authority. The 1%
left is heavy enough for 20 nen but it is getting |ighter each year
and so can be seen to be only a post in a few years and so it can

continue. Trying to fill up the post is all that would cause "a
war", so leave it activated as itself, none assigned to it,
assistance to it by established formula. W won't vanish if | as a
person vani sh. And these identities never were ne anyway so they
can survive. It is a part of basic org structure. My post title is

used ten thousand tines a day on matters | never will hear of, so



why should | hear of any in the long run as only the del egati on of

authority is in action anyway.

So what ever happens to nme as a person | eave these LRH identities
on the org board unfilled and all will be well. If you try to fill
them catastrophe will result. Only how authority is del egated by
"LRH Executive Director" in ny absence needs to be worked out and

that will be published.

Sonebody sonme day will say "this is illegal". By then be sure the

orgs say what is legal or not.

L. RON HUBBARD

LRH: m . rd

Copyright (c) 1966
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 22 NMAY 1968
| ssue |
(Anmendrent of HCO Pol Letter of 14 Jan 1966

I ssue I1)

Gen Non- Remi meo

HCO Exec Sec Hat

Org Exec Sec Hat

Dept 1 Hats

Fi nanci al Pl anning Hats

Org Sec Hat

Qual Sec Hat



H RI NG PERSONNEL

LI NE FOR

This is the exact line to be followed for the hiring of

personnel .

A person who comes in or calls in response to an ad is put on

lines to the Personnel Procurenment Officer in Dept 1, Div 1

The Personnel Procurement O ficer finds out all the pertinent
data about the person, i.e. past experience, training, what
position or type of position they are interested in taking and only

if the person nentions it, their expected wages.

The Personnel Procurenment O ficer takes himto Personnel Contro

Oficer to be put on post i mediately.

ALLCCATI ON BOARD

In Dept 1, an Allocation Board is to be kept which shows
vacancies. This Board is a piece of cardboard which shows all Divs
and Depts of the Org Board aligned much as the Org Board. It is
kept by Personnel Control and when a request for a staff nenber
comes in, the Personnel Control O ficer wites on a small strip of
paper the post that is vacant and who requested the personnel on
the reverse side of the paper. A pin is then stuck through the end
of the paper and it is stuck in the Dept where the vacancy is. The
sanme action is taken when an ED cones out in which new personnel is

aut horized, and these are taken up at once, with all priority.

The Personnel Procurenent Oficer is never told what kind of
personnel to procure, unless a professional photographer or sone
such is required and he has to put ads in the paper. Mstly his
whol e attention is just to be on procuring staff, all kinds, not

cat egori es.



The Personnel Control Oficer, when he receives a new Staff
nmenber from PPO, | ooks over the person's qualifications, checks his
al |l ocation board and places himin a suitable position. O, he can
be allocated to replace a staff nenber who is wanting to be

transferred.

At the top of each Div and Dept is the nmaxi num Quota of personne
aut horized for that Dept or Div by the Exec Council and the current

nunber of persons in the Dept concerned and the Division

FI NANCI AL PLANNI NG

Si nce WAages comes under Financial Planning and the Quota is set
by Exec Council, all this data nust be presented to them however
it is sent to themafter the person is put on post, with all

details about his qualifications and where he has been pl aced.
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Counci | :

The. Personnel Procurenent Oficer then. when hiring a new

person. sends to Exec

(a) AP.O giving all details of the interview with the new
person. (b) The person's preference as to where to work. (c)
Personnel Procurenent's recomendation as to placenent. (d) The

Al l ocation Board up to date.

Fi nanci al Pl anning gives a maxi mum figure for the person taking
into consideration his/her training, and the type of position to be

filled.

The final say in the Placenent of the Personnel remains with the

HCO Exec Sec as one of the functions of her office.



DI SM SSALS

The Org Exec Sec through the Org Sec and Qual Sec has the power

to dismss personnel in accordance with Ethics and status policies.

SUMVARY

Since the hiring of Personnel and Wages play a big role in the
overall well-being of the org, planning and care has to be taken on
each person or else we will find ourselves way overboard on the
adm n side or paying huge wages to clerical help and a consequent

di sintegrating organi zati on turned bureaucracy.

The way to keep this under control then is not to cut down your
procurenent. This should go ahead at a trenendous rate, and
meanwhi | e you shoul d be pushing your people out the top of the
organi zation to the next highest org or sending those eligible for
training. Allow your staff to expand and nove on. Do this by

procuring enough replacenents as want to | eave.

L. RON HUBBARD

Founder

LRH: j s. cden
Copyright (c) 1968
by L. Ron Hubbard
ALL RI GATS RESERVED

[Note: This issue of 14 January 1966 policy of sane title puts in
the line from Personnel Procurement O ficer to Personnel Contro
Oficer for imedi ate placenent on post (paragraph 4), instead of

Personnel Procurenent O ficer "...tells themthe data will be
forwarded to the proper person and they will be notified in the
next day or two"; changes keeping of Allocations Board fromPPO to
PCO, adds paragraphs 6 and 7; gives CSWto Exec Council for

Fi nanci al Pl anni ng purposes after placing new person on post

(paragraph 9); and adds final paragraph. "Ad Council" is anmended to



"Exec Council" throughout.]

[ This 22 May 1968 issue was |ater anended by HCO P/L 21 July
1972, issue |V, Staff Qualification Requirenments for Hiring
Cancel | ed, where the procedure of putting new persons on post
i medi atel y was changed to assi gni ng new personnel to the HCO
Expedi tor Pool and instant hatting themon what they are to do and

putting themto work i medi ately under supervision.]
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 15 JANUARY 1966

| ssue 11

Rem nmeo

Exec Secs Hats
Org Secs Hats

Al'l personnel Og
Di vi sion Hats

OFFI CE OF THE
TREASURER

The Office of the Treasurer is formed herewith at Saint Hill.

On the Org Board it bel ongs under the corporate nane at the upper
right of the Board. Its personnel cone directly under the Treasurer
but for staff posting belong in the Og Advisory Section of the
Ofice of the Org Exec Sec Int Executive Division. There may be
ot her personnel in that section and also an Og Division Advisor

but the section is junior to the Treasurer.

The O fice of the Treasurer has the foll ow ng purpose:



TO HELP RON SAFEGUARD THE FUNDS AND ASSETS OF THE
ORGANI ZATI ON AND THROUGHOUT THE WORLD AND TO BE RESPONSI BLE
FOR THCOSE FUNDS, THEI R PROPER RECEI PT, ACCOUNTI NG AND
Dl SBURSEMENT BY ALL STAFF PERSONS AND TO PREPARE PUNCTUALLY
ALL QUARTERLY AND ANNUAL ACCOUNTS FOR ANY AND ALL PURPGOSES.

Al Oganization Secretaries and Organi zation Division staffs
must concur and act at once upon any orders issued by the Treasurer.
Such orders issued and signed by the Treasurer take precedence over

any | ocal orders which may conflict or seemto conflict with them

The duties and policies of the Treasurer are issued as HCO Policy
Letters, SEC EDs and Treasurer's Directives, the latter serving to

anplify or explain HCO Policy Letters or SEC EDs.

The "B" Routing channel of Comunication is fromthe Treasurer to
the Org Exec Sec WWto the Ofice of LRH WNVto the LRH Comuni cat or
WNto the LRH Communi cator Area to the Org Exec Sec of the Area to
the Org Sec of the Area.

The "A" Routing is fromthe Treasurer WNto the Org Sec Area.

Any orders passed on "A' Routing nmust be available to the Og
Exec Sec WVWand the Org Exec Sec Area and may not be denied them

Wthin ten days after the end of every quarter the standard
accounts itens required for summary, as specified by the Treasurer,
nust be airmmiled or HCO Couriered fromthe area org to the

Treasurer at Saint Hll. These dates are:

April 10
July 10
Cct ober 10
January 10

The Treasurer will prepare and sunmarize accounts fromthese



records and return them by air or HCO Courier to the Og.
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At the end of the Org's year a full accounting will be furnished

suitable for filing with Conpany Registrars and Tax authorities.

Al'l orgs should shift their reporting year to the actual year Jan
1 to Dec 31 as feasible.

The enpl oyment of outside accounting firns is no | onger required.

Advices for tax reporting may be obtained fromthe Ofice of the

Treasurer WV

This policy letter does not interrupt or cancel any obligation of
the org to account to governnents for the year 1965. The earli est

reports to be done by the Treasurer will be 1966.

Al'l orgs nust adhere severely to the 20th Century accounting
systens of Scientology wthout variation and may not revert in any
way to ol der accounting nethods as these obscure from executives of
the org their true financial position and delay know edge of

affairs.

The O fice of the Treasurer is fornmed to nake the burden of
accounting easier and to regularize the accounting activities of

all organizations and inprove their position and reputation

L. RON HUBBARD

LRH: m . cden
Copyright (c) 1966
by L. Ron Hubbard
ALL RI GATS RESERVED



HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

Remi neo
Ad Counci
Menber s
HCO PQLI CY LETTER OF 15 DECEMBER 1966
FI NANCI AL PLANNI NG
A set of proportionate figures recently conpiled on Financia
Planning at Saint H Il are of general interest to Ad Counci

nmenbers.

The period chosen was a fairly average one for incone, covering

the three nmonths (12 weeks) |ate August, Sept, Cctober, 1966

Four sunms of nonies actually di sbursed were obtai ned.

These wer e:

1. Total Salaries Paid.

2. Total gross of Building PCs (would constitute naintenance

expenses and rent).

3. Total gross org expenses.

4. Total FSM Comm ssi ons.

The total gross income of the period was added up

10% was deducted fromit for Research (adding up to Admin 10% of

nost orgs).



10% of the gross was taken to operate as a Reserve or to catch up
errors and overages in planning and in case incone went down in the
next quarter.

The remai ni ng 80% was t hen proportioned anongst 1 to 4 above.

The percentage results were as foll ows:

1. Total salaries pd Governnment payroll deductions

2. Total Building

3. Total O g Expenses

4. FSM Comm ssi ons

10% Admi n or Research

10% Leeway or Reserve

This gives sone sort of a guide.

31%
4%
17%
21%

7%

80%

10%

10%

100%



During this period the org was being pulled up froma high bills
- low cash ratio so the expense sumis perhaps a trifle high. And
it had a building programme going so Building PCs may be a trifle
high. Its Leeway or Reserve sinply paid off back bills.

However, the fact remains that this was a period of gain of org
financial affairs and, being at the end of sunmer and into autum,
not a period of extraordinary incone which occurs just before
sunmer at Saint Hill. So it is felt that these percentages are

saf e.

The way one could use this table would be to cal cul ate the past
quarter of the year's gross inconme when the new quarter begins and
then allocate these percentages each nonth for the next quarter
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The percentages took a 12 weeks quarter but expenses were al so
for 12 weeks so they are just percentages and so are valid for a 13

week quarter

Let us say incone Jan-Feb-Mar (13 weeks) was Q doll ars.

One could then divide Q by 13 and get an estimated future weekly
gross figure. W will call this W{(neaning gross incone for a

week) .

One could then divide Q by 3.12 and get an estimated future

nonthly gross incone average. W could call this M

Therefore to set a ceiling on all expenses for the com ng 13

weeks for each week we woul d have

.31 x W= Wekly salaries

.04 x W= Wekly Tax pd by conpany or personnel .17 x W=

Bui | ding and Rent ceiling



.21 x W= Weekly org expense ceiling .07 x W= FSM Conmi ssi on
estimate .10 x W= Admn or Research 10% .10 x W= Leeway or

Reserve 10%

Then we woul d al so have our figures as an estimate of-nonthly

expenses where Financial Planning is done nonthly:

.31 x M= Sal ari es/ Month

.04 x M= Conpany pd salary tax .17 x M= Bldg and Rent Ceiling

.21 x M= Org Exp Ceiling .07 x M= FSM Conmi ssi on Estinmate

.10 x M= Monthly Admin or Research 10% .10 x M = Leeway or

Reserve 10%

Og Exp includes all utilities, bills, services, the |ot.

By keeping to or under these figures one could then be considered

to be planning safely.

By getting departments and divisions to turn in their estimted
PCs before the beginning of the month for the next nonth one coul d
pl an successfully (remenbering their PCs don't include utilities
and many routine bills which nmust be deducted fromthe org expense

amount before one signs any PGs).

It is realized that where one is on a 55% of 90% proportionate
pay plan, the above indicated safe salary sumis greatly exceeded
which is on (in all) 35%of 80% This may be why orgs tend to
develop a high bills-low cash ratio. Lack of stability (poor
financial picture) and expense noney nay reflect back on the gross
i ncome tending to depress it and thus really reduce wages despite
the 55% of 90% proporti onate wage allocation. The staff m ght nake
nore and have nore future if their pay was only 31% of 80% w th 4%

of 80%for tax. Certainly staff at Saint H Il makes nore than staff



in other orgs and has consistently even in | ow inconme years.

Anyway there are sone figures on which financial planning can be

based.

L. RON HUBBARD

Founder

LRH: jp.rd

Copyright (c) 1966
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 25 JUNE 1967

Al Executives of all orgs
Al'l Accountants LRH

Fi nance Conmm OT

Central Committee

Guar di an WV

Treasurer WV

SCI ENTOLOGY ORGS
TAX AND BALANCE SHEETS

There is a confusion on the subject of tax and bal ance sheets as
they involve or concern noni es owed on bal ance sheets.
Extraordinary solutions are being advanced and the matter should be

revi enwed.



There are certain principles involved here which vitally affect
Sci ent ol ogy conpani es as conpani es and i ndeed are basic in any

busi ness.

1. If you acquire the profit of an asset without paying for it,

all nonies received becone a false profit and taxabl e.

2. If you invoice noney as your own that is in fact owed to

soneone el se you wind up with a false profit and get taxed for it

3. There are certain principles of business having to do with
i ncone and debts which cannot be thrown aside even by a tax

depart nent.

4. The nmonent you vary fromthe exact truth of any transaction
you involve yourself in potential confusion that requires

extraordi nary sol utions.

5. When you find yourself being asked for extraordi nary sol utions

you have departed fromthe truth of the transaction

As tax departnents have never to ny know edge accepted without
question the year's return or bal ance sheet of any corporation
efforts to get such departnments to accept a return or bal ance sheet
by putting in wild solutions avail nothing. The tax people aren't
going to accept anything at all anyway ever without challenge. If
you are chall enged, you better have the REAL facts right there
This doesn't nmean one should tell themall the truth in a geyser
and gush. The real stable datumin handling tax people is NEVER
VOLUNTEER ANY | NFORVATI ON. It does nean one nust not tell them or
give themfalse data. It only neans that when you give them data
you can't back up or report profit you didn't nmake you will get

into severe trouble.

The basic errors of Scientol ogy corporations in accounting and

tax matters lie in (1) to (5) above.



Under (1), all existing conpanies have acquired assets from ne

wi t hout paying for themand therefore show a fal se profit.

They sell books they do not own the copyrights for, acquire
technol ogy they never paid for and, in the case of Saint Hill
acquired a business worth upwards of two million pounds and an
estate worth o880, 000 without ever showi ng any debt. So the profits
then I ook very large in any Scientol ogy conpany. And this involves

themw th tax.

Because t he governnent accuses them of paying me (which they
don't), they think it nust be a crine to pay me anything and so are
pushed into a profit situation because they have never paid for
their main assets. O course, a tax departnent wants to see them
with a big profit which can be taxed and so bl ocks the truthful

fact that the conpani es owe nme noney.
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Recently a law in Engl and, passed by the boil ermakers playing
politician, threatened to call any conmpany a O ose Conpany which
owed any noney to an individual and put C ose Conpany tax at 67%
Well, the loophole is that if they don't owe it to an individua
they'd pay tax anyway at high percent. And if they did owe it
they'd have no profit. And 67% of nothing is exactly nothing. So
using the Cl ose Conpany lawto say | can't be owed anything is just
bad thinking. And it |leaves SH with ocmof "profit" that CAN be

taxed which it doesn't really own as profit at all

Under (2) above, whenever you invoice noney as your own inhcone
that is owed to sonebody el se you wind up with a false profit on

which you will then have to pay tax you don't owe.

Let us take an Advanced Cinical Course | have given. | paid ny
fare, often the bul k of expenses and took no fee. The ACC was
invoiced in as org incone. Yet it wasn't. It was ny inconme. Yet the

org not only invoiced it in, it didn't even note on its bal ance



sheets it owed it to me and so wound up with a taxable profit.

Take the book "Dianetics, Mdern Science of Mental Health" as a
property. | bought it back fromthe publishers in New York for
$15, 000 of ny cash. | turned it over to the Distribution Center Inc
in DC which then sold tons of copies of it, invoiced each one as
its own incone and never paid ne any royalty at all. Further, it
never noted on its bal ance sheets it owed nme for it and soon had US

Tax bills against it for its "profit".

In addition to all that, DC, London and notably Saint H Il have
taken over bank accounts of mine, have invoiced royalties owed to
me only for novies and books, even my veteran's cheques and yet
never noted in any bal ance sheet or return that it owed it. So it

wound up with a taxable sum

O course the governnent tax offices will say not to put down

your debts as then they have a profit to tax!

Under (3) governments can pass all the legislation they want, but
certain business actions remain thensel ves. One buys, one sells,
one collects, one owes. The governnent would like to upset all this
but truth is no governnent really can, not even in Russia, as they
are flying in the teeth of the fundanmental s of commerci al

i nt er change.

If one acquires a $10 dress for nothing one now has $10 worth
nore than one had before. |If one paid $10 out and took a $10 dress
in the books bal ance. A thief nust be in continual trouble in
econom cs and with tax agencies as he acquires w thout spending
whi ch | eaves himheavily asseted w thout debt and so taxable to the
hilt.

Under (4) above, the moment you depart fromthe truth of records
wi th expl anations or gi mm cks, you cannot substantiate your

statements. The records no | onger line up



So you have to destroy the accounts systemor nuck it up so it

can't be read and pronptly you are in real trouble.

You can assign new values to sone data, you can honestly reassess
the neaning of your figures (such as advanced paynments are not

i nconre) but note you are going in the direction of nore truth.

The truth of Scientology orgs is that | built themw th ny own
noney (which they didn't record) and made them affl uent where they
are without pay. | gave themtechnol ogy they did not Nuance, books

on which they pay no royalty and cash they forgot to mark down.

The result is that they show a profit which does not exist in
fact as the wherew thal by which the noney was made was not ever

rei nbur sed.

Not only were assets acquired which had not been paid for, but
addi ti onal nonies were invoiced they did not have com ng. The
result is an apparent profit and, of course, trouble with the tax

peopl e.
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Under (5) when you depart from facts and basic planning you then
have to have very extraordinary solutions. And when you seemto
have to have extraordinary solutions you have departed from basics

and fact.

Right now there is a lot of tax yap. And it is being set up to
cl obber Scientology with huge tax bills in England and the U S

This isn't because people are mad at Scientology, It's because
Sci ent ol ogy orgs have given thensel ves a huge swollen profit by not

keepi ng good records and by not letting the real debts be debts.

Every SP on the lines is of course frantic at the thought of Ron

getting hold of any noney. What will Ron do with it? Mre research



nore orgs, more Scnh nore freedom The record clearly states this is
the case. Wen | draw $10,000 as a repaynent of debt which it was,

| pronptly expand Scn to make it another $100,000. So it goes.
Sonetinmes, in devel opnent, sone noney gets "wasted". But it always

conmes back 10 for 1 in the long run.

So of course an SP tries anything or says anything to prevent ny
getting hold of any nore noney than | have. And all sorts of weird

"l aws" and opinions are dug up to show that | can't be paid.

The | ast phoney was that if nmoney owed nme was shown on current
bal ance sheets then Al Past Years of All Ogs would have to be
redone. Not so: It's up to the government to demand that and in
that case it would all be corrected anyway so it's no argunent and
woul dn't even happen. In past orgs, | had control. | no | onger have
it. Soit's natural that the investnent had to be added up and paid
back.

A debt is a debt. Newy di scovered debts are common in any

accounting system

So what does one do? Report it all as profit arid get taxed out
of existence? And help it happen by telling a lie-that it owes ne

no noney?

As for the sale of SHto Cof S of Calif, the tax on any sum paid
is onme not the org. So it is not the org's business. It IS the
org's business to be sitting there with the full incone of severa

mllion all invoiced as profit. That is the road to ruin taxw se

There are a | ot of people around who "know best". This "best"

usual ly winds us up in the soup

MY orders on this stand and are not open to opinion. And these

orders are:

1. Record in bal ance sheets as owed proper paynent for any



property or business acquired from ne.

2. Record all suns invoiced into an org that were really mne as

still owed to ne.

3. Carry on with standard i ncone-outgo recordi ngs and busi ness

procedures regardl ess of "l aw'

4. Tell and record the exact truth of all transactions past and

present.

5. Put into effect the basic solutions | have witten out in ful

for the handling of nonies and debts.

Don't be di smayed because sonebody in a "panic" says one nust do
sonething odd to "stay within the law'. They probably don't realize

how | awf ul our conduct of business really is.

And Scientology orgs if they record their debts owed for assets
and their incorrect invoicing of ny nmoney as their own and report
what is really owed on their balance sheets, will cone out straight

on tax.

The governments are in the business of falsifying other people's
records so as to collect nore tax. If you report a bad debt they
say it's a good debt. If you report a debt you owe, they say it
isn'"t a debt. They can be counted on absolutely to assign a
significances to figures to increase tax. But even the craziest

pervert in the tax office
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CAN T argue down actual records so your only defense is actua

records.

VWhen YOQU fall for the gag that YOU nust falsify your records to

"satisfy" sone "law' or some cookey official stick you are just



pl aying into their hands.

Further, some accountants paint black pictures of the governnent
to cowtheir clients and ask themto falsify records by omtting
actual facts or demanding weird solutions. The thing to do is stick

with the truth and the real invoices doggedly.

Now as to TAX, why this is mainly anybody's gane of what is a
PROFI T. The thing to do is to assign a significance to the figures
bef ore the governnent can. The whole thing is a nmess only because
arithmetic figures are synbols open to ANY significance. So |
normal Iy think of a better significance than the governnment can.
al ways put enough errors on a return to satisfy their bloodsucking
appetite and STILL cone out zero. The ganme of accounting is just a
ganme of assigning significances to figures. The man with the nost
i magi nati on wins. BUT there nust be correct figures and there nust
not be gross nisassignment of debts as profits or the whol e thing

won't hang together.

Income tax is a suppressive effort to crush individuals and
busi nesses and deprive the state of national gross product (since
none can expand). The thing which baffles any suppressive is truth.
It's the only thing that works. Significances one assigns figures
are neither true nor false but always nust be reasonabl e and

def endabl e. And the figures thensel ves nust al ways check out.

| ncone does not nean profit One can and should nmake all the
| NCOVE one possibly can. Always. The only crine really is to be
broke. But when one makes | NCOVE be sure it is accounted for as to
its source and that one covers it with expenses and debts. Handling

taxation is as sinple as that.

Scientol ogy inconme is high in nost orgs. But it IS high due to
the investment of time and noney in earlier years. So if the
bal ance sheets omit all the money that was invested and show only
the nmoney that was made, they are fal se bal ance sheets. And that is

what the government wants us to turn in - a fal se bal ance sheet



that shows all incone as profit, with no repayment OT retirement of
debt .

Yest erday' s unreported debts becanme invested noney for expansion
The debts of 1950 have not been lost at all where they renain

unpai d, but show up as DEVELOPED busi ness.

When the debt was not paid, that sumwas used to expand. So the
debt is still there and today's "profit" in no snall way can be
traced to the orgs not having to pay. Instead the noney was used to
develop the org and area. The income fromthat devel opment is stil
there. Thus the debt nust be there, nust be shown on the bal ance
sheets and books, or it will involve the org eventually in tax

t roubl e.

L. RON HUBBARD

Founder

LRH: j p. cden

Copyright (c) 1967

by L. Ron Hubbard

ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE

Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 20 APRIL 1969

Rem neo

AG- SH FI NANCI AL
CONTRCL

Wth the current advent of Sea Org expansion and the recent



establi shnent of an AO SH, firmpolicy is established, as bel ow,

outlining who controls AGs and AO-SHs financially around the world.

FLAG BANKI NG OFFI CER | NTERNATI ONAL

1. The post of Flag Banking O ficer International is established
herewi th al ongsi de and under the EC AGCs, but subject to the orders

of the EC AGCs for adninistrative purposes only.

The purpose of this post is:

TO SAFEGUARD SEA ORG MONI ES BY ENSURI NG MORE |'S NEVER SPENT THAN
ALLOCATED AND SUBSTANTI AL RESERVES ARE BUI LT UP.

2. The FBO I NT receives and eval uates financial data from FBCs
attached to AGCs, AO SHs, OTLs and the Pursers of any ships and
Mssions in his area. Essential data fromthe financial reports as
required by current Flag Orders, is then forwarded to the Staff
Banking O ficer as one report, so organized that costing anal ysis
is possible at Flag and that any non-opti numuse of funds from any
area under his control can be quickly spotted and handl ed by the

FBO INT as a natter of course.

3. Proposals relating to tax, |eases, purchase or rental of
buil dings, long termfinancial conmtnments, major changes in the
Sea Org financial set-up nust be approved by the FBO I NT and
forwarded to the 2nd Deputy Quardi an for Finance WWVfor final okay

bef ore such can be acti vat ed.

4. The FBO INT in addition to his normal duties has the added
responsi bility of seeing Ships, Bases and M ssions adhere to Sea
O g finance policy and handl es their financial needs through the
FBGs.

5. Responsibility for handling any urgent matters relating to
fi nance needs of Sea Org M ssions nust be delegated to the | ocal

FBO in the area.



6. An FBO nust first see a copy of the Mssion Orders and ensure
that any proposed disbursenents requested by the Mssion are
essential to the Mssion, not excessive and in line with their

orders. He may di sapprove any proposed expenses on this basis.

Ships in the area will normally conduct their Mssions on their

usual allocation amount, no further expense is usually required.

7. Allocation sunms for AQ AO SH, OILs, and Sea Org Ships in the
area, etc are set by and nmay not be changed wi thout first obtaining
approval fromthe FBO I NT Any disbursenents over and above
allocation requires the FBO I NT's approval also before the

di sbursenent can be activat ed

8. The FBO INT nay issue of his own determ nism and when

requi red, Finance Base Orders applicable to one or all FBGs.

9. In the event of an FBO s failure to do his duty thereby
bringing Sea Org nonies to risk, the FBO INT has the authority to
renove himher frompost. H's approval is required before an FBO

may be appointed to an area.

FLAG BANKI NG OFFI CERS

1. Attached to each AO or AOSH is an FBO who has the duty of

ensuring that
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the AQ, or AO SH and their adjacent OTL conplies with Sea O g

Fi nance Policy and is directly responsible in these duties to the
FBO I NT, receiving orders only fromthe FBO I NT on financi al
matters. The Commanding O ficer of an AO or A0 SH nmay issue orders
to the FBO but only on an adm nistrative basis- NEVER ON MATTERS
PERTAI NI NG TO FI NANCE



2. In the case of an AQ, AO SH or OIL's gross non-conpliance and
failure to adhere to Sea Org Finance Policy, the FBO has the
authority to tenporarily reduce the org's allocation or allowances

of the crew

3. Financial Planning for an AO AO SH or OTL may nhot be
activated without the final approval of the FBO The major duty of
the FBOin this regard is ensuring that pronotion is adequately
provided for within the allocation and is not reduced by wast ef ul

expendi ture on non-essenti al s.

4. In the event of any operational failure of a Division 3 AO or
AO- SH, such as FSM Conmi ssi on Payments backl oggi ng, the FBO steps
in, issues the orders necessary to handle the situation and obtains

conpl i ance.

5. The banking of an AO or AO SH daily takings is handled by the
FBO as laid dowmn in Flag Orders. Care nust be taken to ensure
separate I nconme records are mmintained for an AO-SH, as 10% of the
SH s Corrected Goss incone is forwarded to WV weekly for their

def ense purposes.

STAFF BANKI NG OFFI CER

1. The Staff Banking O ficer (Commpdore's Staff) |ocated at Flag,
is responsible for receiving from AGs, and AO SHs, that portion of

their income which is paid by themto Fl ag.

2. Al reports formerly forwarded to the SBO, will now be
received by the FBO INT. The additional duty of the Staff Banking
Oficer with regard to AGs and AO- SHs finance will be to receive
nonthly figures fromthe FBO INT and prepare fromthese a nonthly

costing anal ysis and i ncone Sunmary.

2ND DEPUTY GUARDI AN FOR FI NANCE WV

1. The 2nd Deputy CGuardian for Finance WV in addition to his



other duties, is appointed as the Finance Cuardi an over all AGCs and
AO-SHs. His primary duty in this newrole is overseeing these orgs
are given any help and advice they may require in handling matters

relating to finance and tax.

2. He may not issue orders with regard to the disposal of Sea Og
funds, aside fromseeing the routine financial arrangenents and
pol i ci es governing the above-nentioned orgs are adhered to. Hi s
terminal on these matters is the FBO INT. However, in the event of
Sea Org noni es being subjected to grave risk, he nay assune the
role of a heavy hussar and take actions and steps necessary to

resol ve the situation.

3. ASaint H Il which was under WNVW control transferred
temporarily out from WVand placed under the Sea Org, would still
remain under the direct control financially of the 2nd Deputy
Guardi an for Finance WW Under this arrangenent no changes woul d be
nmade regarding their financial set-up. Administratively, the org

woul d take their orders fromthe Sea Og.

Lt. Robin Roos

CS - 3, Material Aide
for L. RON

HUBBARD Founder

LRH ei.rd

Copyright (c) 1969

by L. Ron Hubbard

ALL RI GHATS RESERVED
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HUBBARD COVMUNI CATI ONS COFFI CE

Saint Hill Manor, East Ginstead, Sussex

HCO POLI CY LETTER OF 16 JUNE 1969



(Amends HCO P/L of 20th April 1969)

Rem neo

AC- SH FI NANCE
CONTRCL

Wth the current advent of Sea Org expansion and the recent
establi shnent of an AO SH, firmpolicy is established, as bel ow,

outlining who controls AGs and AO SHs financially around the world.

FLAG BANKI NG OFFI CER | NTERNATI ONAL

1. The post of Flag Banking O ficer International is established
herewith under the Staff Banking O ficer, but subject to the orders

of the 2nd Deputy Commodore for adm nistrative purposes only.

The purpose of this post is:

TO SAFEGUARD SEA ORG MONI ES BY ENSURI NG MORE |'S NEVER SPENT THAN
ALLCCATED AND SUBSTANTI AL RESERVES ARE BUI LT UP.

2. The FBO I NT receives and evaluates financial data from FBCs
attached to AGs, AO SHs, OILs and the Pursers of any ships and
M ssions in his area. Essential data fromthe financial reports as
required by current Flag Orders, is then forwarded to the Staff
Banking O ficer as one report, organized as a costing anal ysis and
so that any non-opti mumuse of funds from any area under his
control can be quickly spotted and handl ed by the FBO INT as a

matt er of course.

3. Proposals relating to tax, |eases, purchase or rental of
bui I di ngs, long termfinancial commitnents, major changes in the
Sea Org financial set-up nust be approved by CS-3 Material Aide for

final okay before such can be activated.

4., The FBOINT in addition to his nornal duties has the added



responsibility of seeing Ships, Bases and M ssions adhere to Sea
O g finance policy and handl es their financial needs through the
FBCs.

5. Responsibility for handling any urgent matters relating to the
fi nance needs of Sea Org M ssions nust be delegated to the | ocal

FBO in the area.

6. An FBO nust first see a copy of the Mssion Orders and ensure
that any proposed disbursenents requested by the M ssion are
essential to the Mssion, not excessive and in line with their
orders. He may di sapprove any proposed expenses on this basis.
Ships in the area will normally conduct their Mssions on their

usual allocation anmount, no further expense is usually required.

7. Allocation suns for A A0 SH, OILs and Sea Org Ships in the
area, etc. are set by and may not be changed without first
obt ai ni ng approval from CS-3. Any disbursenents cover and above
allocation requires CS-3's approval al so before the di sbursenent

can be activated.

8. In the event of an FBO s failure to do his duty thereby
bringing Sea Org nonies to risk, the FBO INT has the authority to

renove hi m her from post.
Anyone appointed to the post of FBO, nust be first cleared for
such by the local Ethics Oficer and the Ethics Oficer

I nternational before they can be placed on post.
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FLAG BANKI NG OFFI CERS

1. Attached to each AO or AO SH is an FBO who has the duty of
ensuring the AQ or AO SH and their adjacent OIL conplies with Sea

Org Finance Policy and is directly responsible in those duties to



the FBO I NT, receiving orders only fromthe FBO INT on financi al
matters. The Commanding OFficer of an AO or AO SH may issue orders
to the FBO but only on an adm nistrative basis - NEVER ON MATTERS
PERTAI NI NG TO FI NANCE.

2. In the case of an AQ, AOSH or OIL's gross non-conpliance and
failure to adhere to Sea Org Finance Policy, the FBO has the
authority to tenporarily reduce the Org's allocation or allowances

of the crew.

3. Financial Planning for an AO AO SH or OTL may not be
activated without the final approval of the FBO The major duty of
the FBOin this regard is ensuring that promotion is adequately
provided for within the allocation and is not reduced by wast ef ul

expendi ture on non-essenti al s.

4. In the event of any operational failure of a Division 3 AO or
AO- SH, such as FSM Conmi ssi on Paynents backl oggi ng, the FBO steps
in, issues the orders necessary to handl e the situation and obtains

conpl i ance.

5. The banking of an AO or AO-SH s daily takings is handl ed by
the FBO as laid down in Flag Orders. Care nust be taken to ensure
separate Income Records are maintained for an AO-SH, as 10% of the
SH s Goss Incone is forwarded to VWWweekly for their defense

pur poses.

STAFF BANKI NG OFFI CER

1. The Staff Banking O ficer (Commpdore's Staff under CS 3,
| ocated at Flag) receives fromthe FBO INT a nonthly costing
breakdown and i ncome sunmary, nade up fromthe conbined reports of
FBO s and subject to current orders from SBO as to content and

f ormat .

2. The SBO acts as senior to the FBO INT to originate programes

rel ated to banking and reserves, and gets Finance policy and FGs



complied with and to control the AO Banking and finance lines in
co-ordination with CS-3. The SBO is responsible that the FBO I NT

performs his duties.

3. The FBO INT holds all adm nistrative duties fornerly done by
SBO and he acts as senior to AO and AO- SH FBGs to acconplish the
pur pose of his post, reporting fully his actions and a summary of

info received fromeach FBOin his daily reports to the SBO

2ND DEPUTY GUARDI AN FOR FI NANCE WV

1. The 2nd Deputy CGuardian for Finance WNin addition to his
other duties, is appointed as the Finance Cuardi an over all AGCs and
AO- SHs. The purpose of this hat is to assune the role of a heavy
hussar if Sea Org Mnies should be subjected to grave risk and to
take actions and steps necessary to resolve the situation. H's

termnal is CS-3.
LRH ei.rd
Copyright (c) 1969
by L. Ron Hubbard

ALL RI GHTS RESERVED

Lt. Robin Roos CS-3
Mat eri al Ai de

for

L. RON HUBBARD

Founder
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It's a PRO worl d today.



HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Minor, East Ginstead, Sussex

HCO POLI CY LETTER OF 11 NOVEMBER 1969
Rem nmeo
PES Hat
CES Hat
Accounts Hats
Fi nance Course Chksht
PRO Cour se Checksheet

ACCOUNTS AND PRO

Public Relations Ofice or Oficer is neant by "PRO'. it is also

slang for "Controlled Good Relations in the Conmunity or Area"

When you "PRO' sonething you visit, wite, handle it so as to

enhance and i nprove your Public | nage.

A terrific anpbunt of PRO effect occurs on ACCOUNTS | i nes.

Bad or inaccurate statements of debt can ruin your PROwith a

custoner, pc or student.
Unfair accounts decisions can nmess up the PRO of a whol e area.
Unpaid bills can ruin your PRO in a whol e town.
So there is a lot of PRO connected with accounts actions.
Repai ri ng the danmages done by not subnmitting correct accounts to
custoners or failing to pay conmercial bills or rents or utilities
is a PRO action and requires sane thought and careful handling so

as to restore the org's PRO

The biggest crime one can commit in this nodern society is to be

wi t hout noney. Even in a Supersocialismthis is a crine.



For an org not to have and nake | ots of noney is stupid. Gven a
potentially remunerative activity, only thoroughly |ousy service
and horribly bad handling of pronotion or crimnal carel essness in
accounts can |l eave an org w thout noney. Doing standard org
actions, giving excellent service and adequate pronotion brings m
pl enty of nobney. The out nesses which prevent incone or waste outgo

have to be truly glaring and goofy to | eave an org without noney.

The way to have NO PRO is to have no noney at all

Lack of nmoney or wild outnesses in handling noney can practically

destroy an org's PRO

"Credit" as a quality is a sort of god in Western society. If
your "credit is bad" that finishes you to one and all. It is a
statement far worse than nmere "murderer”. it nust be since

psychiatry nmurders daily but is well thought of in governnents.

So you get the extrene value of "good credit".

Dat el i ne payi ng and ot her accounts policies prevent bad credit.

But when it has gone bad, it takes making noney and brilliant PRO
actions to restore a good credit image. AND I T MUST BE RESTORED.

Money as a total notivation for an action is not high grade
notivation. In espionage services the man who works for noney only
is expected to turn his coat and allegiance and is regarded with

cont enpt .

But noney is a basic point of judgenent on which higher |evels of
notivation can be built in a wog world. It is PROto the comerci al

worl d which has no real dedications.

So billing debtors and paying creditors have high PRO value to an

org.



Al this can becone a Strange cycle. The org nucks up its area,

| et us say, by bad

71

or indifferent service, pronotion then is unreal so the org PRO
with customers coll apses. These don't buy service. The org runs out
of money. Its bills mount up and its commercial comunity PRO

collapses so it has no public credit. There goes the org.

Accounts is the area hit and will go on being hit until it begins
to insist on GOOD SERVICE, the repair of all bad service, good rea
pronotion and finds noney to spend on PROMOTI ON. Then noney wil |
conme in. Accounts actions nust now PRO the commercial field, get
that handl ed with good PRO acconpani ed by noney on dateline

paynents and sound arrangenents.

Further noney is spent on nore PROMOTI ON. Forner bad service is
handl ed. Credit is re-established in the area. Any accounts trouble

with customers is cleared up. The org is fully there again. i

There is no substitute in Accounts PRO for know ng one's finance

policy and following it.

Sl oppy accounts files, no Financial Planning, no Purchase O der
system ignorance of finance policy as in the Finance Checksheet
can lead an org directly into losing its community PRO regardl ess
of service quality or pronotion. So just as accounts can be nucked
up by lack of noney coming frombad service or bad pronotion, it
al so happens that Accounts all by itself can weck an org's

Conmuni ty PRO

Therefore it is VITAL to PRO that an org:

1. Has its Accounts personnel have their Accounts Hats on and

fi nance policy being closely foll owed.



That Financial Planning is real and incone remains greater than

out go.

3. That adequate funds are available for pronotion and that org
funds do not get all soaked up by the HCO ES and CES divi sions on

film cabinets and new roofing paper

4. That the pcs and students (custoners) of the org are handl ed

to generate high PRO on their accounts contacts.

5. That the commercial connections of the org in the community,

the org's creditors, are snoothly handl ed to generate high PRO

6. That any adverse reactions along accounts lines are instantly
handl ed to restore good PRO These can include a covert operation
to one's creditors by sone eneny - which is handled by proving the
falsity of the accusation. They can include wong change, failure
to refund, reluctant or inaccurate or failed paynent to Field Staff
Menbers. These and any ot her adverse Accounts action MJST be pushed
back to good PRO fast.

Lack of noney cones from slow or bad service, and a failure to go
flat out to remedy it or fromno or poor or unreal pronotion. O no
noney can stemdirectly fromoff-policy or nmessy handling of

accounts and org finances.

In the final analysis it's a PROworld and hi gh PRO cannot be
effected for an org if there is anything wong in its accounts
lines. Thus PROis affected strongly by accounts and finance

actions.
Qur orgs do not go into debt, do not finance thensel ves by
borrowi ngs. Qur orgs nmake their own way. That is why they are stil

our orgs. And Accounts PRO has a lot to do with it.

L. RON HUBBARD



Founder

LRH: rs. cden
Copyright (c) 1969
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 4 NOVEMBER 1970
I ssue |V

Rem nmeo SO & Scn Orgs

and ships COs & Exec

Dirs FBOs & A/ GFs &

ECs to activate All Div

Secs Treas Sec Hat Dir

Di sbs Hat Purchasi ng Hat

Accts & Materiel Bureau

ESTI MATED PURCHASE
ORDERS

NECESSI Tl ES

The divisions and staff of an org or ship require certain

necessities to operate and pronote and deliver service.
Stats enter this where stat rise and vital function require
certain quantities of supplies directly related to a particul ar

stat or function.

To get nmore letters out would require nore |etterhead paper.



NECESSI TY = Materiel needs directly related and necessary to the
vital functions, pronotion, delivery, stats and acceptable i mage of

a division or org or ship.

Fi nanci al Pl anning operates to create and naintain viability by

causing the org to nake noney and continue in good credit.

It directs paynent of existing bills (dateline) and authorizes PT

expense.

I n handling PT expense, Finance is planned and used to back and
provi de the necessities with which Div Secs and staff can cause GDS
and income rise. Not every stat or function requires materiel. Some

do. Sone don't. Sone do nore than others.

The judgrment required is the line drawn between actual need and

"got to have". Finer judgnents are "how nuch" and "what quality".

Aligned to stats and vital function the judgnent becones easier

A Financi al Manager who woul d permit vast quantities of
letterhead ordered far in excess of need and at the expense of
ot her necessities actual in present tine or would approve an
expensi ve paper when a | ess expensive one would do as well would be
as unwi se as one who would ignore the need and reduce or halt the

letter stat by denying paper altogether.

The object and orientation and action of FP is to enhance
viability by providing pronotional and operational necessities

whi ch assi st or cause stat rise.

The operative termis NECESSITY. Not because an org should ignore
facilities that better inage and conditions. But because finance
channel ed i nto NECESSI TIES first brings back the return and

i ncrease which pernmits facility inprovenent.

ESTI MATED PURCHASE ORDERS HI STORY



An FP system which seeks to provide necessities but admts only

exactly priced
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purchase orders sonetinmes collides with the fact that the exact

cost of a vitally needed Itemis sonetinmes not known or obtainable

when FP convenes.

Extensive and tinme consuning price searches for itens then not

accepted by FP is tine |ost.

Shi ps, being nobile, are subject to price variations fromport to

port.

Bills files have prices but nmany itens are infrequently purchased

and have no price on file or easily accessible.

O avital dissemnailing may |ack the 3 required quotes when FP
i s held.

This | eaves FP nenbers with 3 choi ces

1. Delay the whole FP to obtain the m ssing prices.

2. Delete the unpriced itens ignoring need.

3. Accept POs which, although apparently valid, are actually a

guess and which get the originator into trouble with accounts or

whi ch deny himthe item anyway when the real cost is discovered, or

even worse, results in a bill far exceeding the planned anmount.

SCLUTI ON

To solve all this and provide a workable FP system which prevents



excl usi on of

vita

org necessities, ESTIMATED PURCHASE ORDERS were devel oped aboard

Fl ag and

are established by this policy letter for use in all ships and orgs.
EPO

EPO = ESTI MATED PURCHASE ORDER

AN EPO | S NOT A PURCHASE ORDER AND G VES NO AUTHORI TY TO
PURCHASE

An EPO is subnmitted to FP in place of an actual and valid
purchase order when the exact cost of a needed itemis not yet
known: it serves to hold aside the ESTI MATED anpunt needed until an
ACTUAL purchase order with exact cost can be raised against it.

That's all it does.

No purchase or order may occur by reason of an EPO

EPO format and color are distinct and different fromthat of an

actual and valid Purchase O der

An EPO is mmeoed in black ink on white | ow grade | ow cost paper

CSWrequired of an EPOis the full and exact reason for need.

EPCs are nmade in duplicate-one for FP use, carbon for Div Sec to

retain and use when maki ng actual PGCs agai nst them

RED PO

An actual and valid PURCHASE ORDER is on deep pink paper and
because of this is called a RED PO



ONLY AN ACTUAL (RED) PURCHASE CRDER EXACTLY PRI CED AND
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S| GNED BEFORE PURCHASE AUTHORI ZES PURCHASE AND NO PURCHASE

OR COW TMENT TO EXPENSE MAY OCCUR W THOUT ONE.

A Red PO has the exact cost of an item and any specifications

(size, color, quantity) required by Dept 8 to purchase. It is not

another estimate or an EPO re-copied on a Red PO form It is

EXACTLY COSTED.

Red PCs may go direct to FP before neeting.

Red PGCs rai sed between FP neetings are only agai nst al ready

approved EPGCs.

Thi s gives two possi bl e sequences:

A. I. Red PO nade and conplete prior-to FP neeting.

2 FP neets.

3. Red PO approved (or not).

4. Purchase occurs if Red PO approved.

B. 1. Exact cost unknown, an EPO is nmde instead.

2 FP neets.

w

EPO approved (or not).

&

| f approved, exact price obtained as and when avail abl e.



5. Red PO made up

6. EPO and Red PO mat ched up by Dept 8.

7. Red PO signed (or not) by PO signer

8. Purchase occurs if Red PO approved

In either case PURCHASE OCCURS ONLY BY REASON OF RED PO APPROVAL,
AND ONLY AT THE PO AUTHORI ZED COST OR LESS. NEVER MORE

FP ACTI ON

Date and time of FP neeting published in Orders of the Day or by
staff notice board sets the deadline for subm ssion of newy
prepared EPCs and Red PCs for the conming week or nonth. The prinary
requirenent is coverage of all NECESSI TIES

FP menbers take up EPCGs and Red PGs in neeting against the gross

anount established as avail able for PT expenditure.

At the noment when POs and Estimated POs thus presented reach the
est abli shed sumthe EPO and PO signing is stopped. No further PGs
are acceptabl e except those subsequently raised agai nst the

approved EPGCs.

As PCs and EPCs presented often exceed the allocated sumprior to
FP meeting the first action of the neeting is adjustnent or
elimnation to neet the allowed total before any EPCs or POs nmay be

si gned.
FP approval authority should require rejected PCs and EPCs
submitted by separate folder with conpleted FP for a check of itens

rej ected.

Any real essential found rejected in favor of itenms less vital to



function and pronotion causes FP to be reconvened or is adjusted by

the FP authority hinself.

DEPARTMENT OF DI SBURSEMENTS

Dept 8 receives from FP:

A) Approved Red PGCs for inmediate purchase.
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B) Approved EPGCs to be held awaiting Red PGCs. C) The FP directive
listing these by division. D) Dateline established for bills

al ready owi ng.

A basket set up in Div 3 Comm Center and | abelled "RED PCs"
collects the Red PGs subnitted by Div Secs and staff against
approved EPGCs.

Pur chasi ng section enpties the basket once daily, staples to each
Red PO its correspondi ng EPO and prepares the day's collection in a
folder for PO signer. The action is only once daily. No RUSH PCs

and no body traffic.

On return of the signed Red PGs Purchasing Section activates and
routes to Bills File of the appropriate conpany. (Ships being
nobi |l e and having many creditors normally file PGs and bills by

nont h i nstead.)

Bills arriving then match up with the Red PGs already in the

bills file and are subject to paynent by dateline.

PO SI GNERS

PO signing and FP approval is by FBO or A/G-, DG (or AAGif

hel d from above), where there is one. SO units and ships having no



FBO send FPs and Red PGs to the area FBO (Continental Finance
Ofice). Arenpte OIL operates agai nst an established basic FP and

reports expense in sunmary formto the nearest SO Finance Ofice.

FP approval and PO signing in Scn Orgs where there is neither FBO
nor A/GF or A/G occurs at Exec Sec level. Any Exec Dir nay add
hi nsel f as mandatory signer if he considers org financial position

warrants it.

Signature of a Red PO exceedi ng the EPO anount woul d be
occasi onal and would be only on receipt of factual advice by Dept 8
that there exists sufficient overage on other EPCs to conpensate.
There is no obligation to sign. He may require the EPO held for

next FP and the shortage made up by a second EPO at that tine.

EPO AND RED PO MATCHI NG

EPCs and Red PCs usually match up one-for-one but not always.

1. An itemtoo costly for allocation by one FP neeting nay hold
asi de EPGCs of partial cost until accurul ated EPGs reach the tota
cost. This would give several EPGs against one final Red PO for
actual purchase. Thus, purchase of a large itemcan be covered by

several months' EPGs for it accunulated fromFPs granting it.

2. Sometimes a single EPO may al so accunul ate Red PGs against it.

"Routine org supply itens for February" could be a Div 3 EPO
agai nst which there could be a Red PO for dispatch paper, one for
carbon, one for pens, etc. Maybe nore is needed a few weeks | ater

and there's a second Red PO for dispatch paper
Shi ps never know exact agent fees until arrival in a port and
soneti nes not even then. Thus there is an EPO for "Agent's fees for

January" agai nst which Red PGs for actual agent bills accunul ate.

Such an EPOis good until its total value has been used up by Red



PGs. It is then renoved fromEPO file as expired

Red PGCs raised against this type are in duplicate so that the
original can go to bills file |eaving a copy attached to the stil

valid EPO to indicate partial use of the total anount.

The nost usual type of EPO is one-for-one and expires on use of a
singl e Red PO
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to match it-even when there is noney left over due- to actua

cost being less than estimate.

HOW TO ACTI VATE TH S PCLI CY LETTER

1. Have adequate copies of the attached EPO form m neoed off and

distributed to Div Secs

2. Have this policy checked out on all Div Secs and staff and

particularly on Execs.

3. Require that the necessities of each division are represented

by Red PCs or EPGs at the tine of regular FP neeting.

4. See that EPGCs do represent divisional needs and all ow no
change or swap of EPGCs after FP neeting. EPGCs do not represent a
divisional allocation subject to change of ampunt or use. An EPO
for light bulbs cannot beconme sonething else. it's light bulbs or
not hi ng. EPGCs do not substitute for planning. They only nmake it

snoot her and nore real

5. Enforce it if necessary by assignnent of pay |loss to any
division or staff menber neglecting vital needs or requesting other

items at the expense of real necessities.



6. Groove your Div 3 in thoroughly on EPO and PO handling as in
this PL.

7. Refine it by preparation and use of divisional checklists of

materiel needs required to effectively pronote and deliver

8. Refine it further by organi zing a 5th di sbursenent voucher
copy for routing of vouchers to the Div Sec concerned so that a

di visional cost reference file builds up

9. Apply the use of EPGCs to inprovenent of FP ease and
ef fecti veness. An EPO system properly applied and suppl enentary to
the existing Purchase Order system (which is unchanged) gives the
margin that allows a sinple and effective FP action w thout which
the untended materiel needs of a division or org can suddenly |eap

up as a real emergency.

10. Recogni ze any other use of this systemas a msapplication to
be reported to ethics and to result in starrate checkout of the
of fender on this policy letter and personal payment for any
unaut hori zed or illegal purchase or expense to the org in excess of

aut hori zed anount.

Lt. Vicki Polinmeni
CS-3 for L. RON
HUBBARD Founder

LRH: VP:rr.rd
Copyright (c) 1970
by L. Ron Hubbard

ALL RI GHTS RESERVED
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PR O



D VI SI ON:

ESTI MATED COST: (in US §) _

| TEM

REASON: (attach CSW

DATE:

NUVBER: _

FP ESTI MATED P. O

HAS NO VALUE OR EXCHANGE VALUE
AND HAS NO AUTHORI TY TO PURCHASE

(in local currency)-

It is understood that this is an estimted cost and the item

cannot be bight until a fully and exactly priced PO has been

submitted and signed by PO Signhing Authority.

ORI Gl NATOR
DI V HEAD
FP MEMBER
FBO, A/GF, A/G_
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HUBBARD COVMUNI CATI ONS OFFI CE



Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 13 FEBRUARY 1971

Rem nmeo

Add Fi nance
Checksheet

Al'l FP nenbers

FI NANCI AL PLANNI NG TI PS

FP need not be a burden at all

If these five conditions exist then FP is very easy

1. PRODUCE AS AN ACTIVITY. Look over what your products should
be, particularly your Valuable Final Products, and then begin to
get those products sonehow anyhow. This and only this is the
shi ni ng reason why you can have a decent allocation. If it is then
deni ed you you can how and be sure of redress. A cap in hand with
no product is a sure route to chopped FP. (Exanple: An org with
half a million collectable on its books but which didn't even send
out statenents had an awful tine with FP. Asking for "allocations"
that were really handouts, neither its FP body nor its FBO fully
under stood WHY, but it just seemed unreal to give it noney. It was
asking for noney. It wasn't requesting the return to it of noney it
had made and was entitled to. It did not neke other value so could
not justify value. Therefore it "sort of |ooked odd" to Finance.
Even Fi nance did not know why. The wi | dest exanple of this was the
1950 LA Foundation which, under a US Navy Ex-rear Adnmiral, wanted
$47,000 a week to subsidize a foundation potentially maki ng $80, 000
a week. But he closed its doors and wouldn't run it until he could
get "legal" and subsidized. Another one is OK 1969 wanting Flag to
pay it $3,000 a week to keep it going when it wasn't even sending
out letters and did not even own a typewiter yet was accidentally
maki ng $5, 500 a week average. There are tons of such exanpl es.

Activities go on to government appropriation think instead of



pronote - sell - collect and deliver and wind up with no pay, no
food, no unifornms and FP troubles and conflicts you woul dn't

bel i eve possible.)

2. KNOW YOUR FI NANCE PACK. When nenbers of FP bodi es have not
done their Finance Pack they get into total confusion Further any
Fi nance authority gets disgusted with their admin irregularities
and won't regard their propositions or troubles with any
seriousness. Failure to do, refusal to do a Finance Pack (which
only takes a couple part tine study days) can give an FP body a bad
nane wi th Fi nance people sinply because their ignorance is m staken

for foolish proposals.

3. SEPARATE OQUT DI FFERENT TYPES OF EXPENDI TURE. An early FO on
"Title" of various itens helps clarify. Find out and get it agreed
to what is covered under Title A (permanent) Title B (val uable
non- expendabl e) and Title C (issuable or usable) and get Finance to
agree to what is which and exactly what one is doing FP on and the
tangl e becones easier to undo. What is Pernmanent Fixture? Does one
FP for new ships, new buildings, vital repairs, vital spares?
(Actually no, but it has to be covered in general Finance.) |Is one
FPing for gimmcks and oddities and possibly useful things (Title
B). O is one FPing for expendabl es, wages, food, fuel, papers?
(Title C) Maybe one FPs for all three BUT in the category of
necessities to operate and woul d be nice and future hopes.
Necessary spare parts for Title A that would break everythi ng down
are of course necessities. So probably should pass without
question. Wiereas Finance people often don't see themthat way.
Wages, food, uniforns, fuel are subject to cutbacks where an
activity is not able to denponstrate production. Good idea Title B
usual ly cones in for purchase when the activity is really naking
the noney and otherwi se are a yawn. Future hopes depend totally
upon one's profitable use of what one has. Once you get all this
agreed to with Finance people they can't change the rules on you
every FP. And a lot of the strain goes out of it. No FOor P/L
could easily set up exact rules for every type of activity there

is. Essentially it would be what is agreed upon between the Finance



peopl e and the FP body. The Fi nance people want to get cash to
reserves and they resent justly a freeloader activity that has
subsi di ze or unwi se think. They want to give an activity X beans
(rmoney) and get back X beans plus. Wen they give out X beans and
get back no beans they are hard to live with. Even a ship that
produces no noney directly still sells org help events and trained
experienced SO nenbers for beans fromorgs. Any org would give it
good hard beans for real help and trai ned experienced SO nmenbers.
If AOQLA could "buy" all the
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excel lent SO nenbers it wanted and needed fromthe station ship

it would be delirious with joy. But if the SS has not been naking
them it has a hat-in-hand aspect to Finance people. Finance people
then shift the rules around to try to get out of giving any noney
at all, naturally. Wiile this is covered in No. 1 above, it also
affects No. 3, this one. Everything is considered Title C, even the
ship, and subject to total reduction as it does not increase

Fi nance people's viability. So "the rules" get shifted on the FP
body. If it isn't making a valuable final product that can be
changed for cash with sonething that has cash (No. | above) and if
it doesn't know general Finance rules (as in No. 2 above) and if it
has no solid agreenent with the Finance Authority on Title A B and

C, then of course FP is a nightmare for everyone concer ned.

4. NEGLECTI NG NECESSI TI ES. When an FP body is not aware of the
necessities of its operation and neglects to FP for them Fi nance
peopl e (Bureau Three Treasury and FBGs) have to do it for them
This causes a | ot of bad feeling from Fi nance people. A new
drinking fountain or tranpoline mat for staff and no postage FPed
for is sure to cause a lasting engram An FP body should have a
list of vital necessities by division and FP for those first before
it begins to wonder. Strangely, pay, food, uniforns are not
consi dered necessities. They do not directly influence an

activity's incone. A "necessity" is what it takes to make products



and val uable final products. In a cap-in-hand activity food is
qualified as "sone food, oatnmeal maybe". Pay beconmes "maybe but no
bonuses ever". Uniforns becone "none". Recruiting posters YES. Fue
becones "econom cal ampbunts carefully used". Training materials
becones YES. So what's a necessity? A necessity is what it takes to
nmake t he val uabl e final product, not individual survival but group
survival. So an FP body doi ng individuated think can get in severe

FP trouble just by the nature of econonics.

5. USING FP TO NEGLECT DUTY. It is a shanme but true that people
wi Il excuse lack of vital action by blamng FP. "The buil ding
burned up because we couldn't get fire hoses through FP." "The main
engi ne broke down because FP rejected...." Actual tracing of such
statenents usually discloses the itemwas never FPed for at all
even to the FP body or that "FP' was used as a neans of escaping
the work. If you buy all this blanme of FP you will think FP and
Fi nance people villainous. Actually FP is often a whipping boy to
excuse not doing the job or to delay it. Failure to handl e and
saying it was FP when it wasn't is CommEv stuff. So don't let FP

get a bad nanme unjustly. It's grimenough even when done right.

The future of any activity depends upon these five factors above.
It is an econonmic world in which we live, regardless of "isms" |ike

Capitalismor Communi smor Socialism

If you have these five things cared for you can do FP quite

nerrily.

The essence of getting noney is making noney in the first place.
FP is the second step of what do we do with the noney we nake. It
wi Il never solve neglecting to nmake it. You al ways have troubl e

with noney if you don't nake any.

(c) hope this helps | ead sane Fi nance bodies out of the jungle

into the sun.

L. RON HUBBARD
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Al'l Finance Hats
To be di spl ayed
on the desk of
every Finance

Per sonnel

FI RST FI NANCI AL POLI CY

I NCOME | S MORE | MPORTANT THAN DI SBURSEMENT.

Board of I|nvestigation FCO 1121
Lt. David Murphy, Chairnan Lt.
Peter Warren, Secretary Ens. Bil

Law ance, Menber for
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HCO POLI CY LETTER OF 16 APRIL 1959

BOOKS, COST OF

Informall Assoc Secs

The principal comm particles of Scientology Oganization are

books.

Qovi ously, books cost noney.

When books are sold their noney nust be safeguarded so that

repl acement books can be bought.

Book nonies cannot be part of Prop Incone. A book is bought by a
Central Organization at 50%of the list price, sold to nmenbers at
80% If this 80%is halved for prop pay and added to salary sum it
costs the Org 10% of list just to handle the book! This neans a 10%
| oss every tine a book is sold! Therefore books cannot becone part
of the salary or expense sum They nust remain as they are, the
i ncomre fromthem kept ready to buy new stocks when ol d stocks are

exhaust ed.

The price of all books shoul d be computed on the basis that when
20% i s deducted fromthe price for nmenbers, a round sum renains
which is not less than 4 tines the exact printing cost. No book may
be listed at less than 5 times the cost of one volune. Only then

can the sale of books be renunerative enough to buy new stocks.



As policy, no book nay be printed without ny pernission. Most

books will be printed in London or the U S

These books will be sold to Central Ogs by HCO Ltd for a
distributor figure of 50% of the list price.

The books will be shipped as soon as ready.

The continental magazi ne shoul d forecast only any book (or tape)
until it is actually in hand, then announce it as arrived and on
sal e. No book should be neglected. Send copies gratis to |oca
papers for review always each time a new book appears, or whenever
an ol d book has been neglected in this way. Announce in the
magazi ne. Advertise on the Bulletin Board. Push books at

Congr esses.

From 10 to 25 people read every book sold, according to

advertising people. This then is high | evel dissen nation.

Send out the continental nagazine every nonth or two, one issue
to the whole list you have, not just to nenbers. And advertise

Books, Books, Books.

About once a year send a full list of books on hand on a sheet
order formto everyone. This says "Wich of these books don't you
have?" People order themby the ton fromthe formby marking X and

sendi ng a cheque.

Book business is cash business froma Central Org to the field.

Credit on books can be a bad headache in several ways.
Send out your magazine to the whole mailing list frequently.
Heavily advertise books first, services second. And set the noney

you get aside.

| am about to do several new books. A new book can sell two to



three thousand copies in your area in a few weeks if you handle it
right. Books are the sparks you need to light the fire. Let's

handl e them so they make us (as above) not break us.

LRH: mp. aap. cden
Copyright (c) 1959
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ALL RI GATS RESERVED

L. RON HUBBARD

82

HUBBARD COVMUNI CATI ONS COFFI CE
37 Fitzroy Street, London W 1

HCO POLI CY LETTER OF 14 MAY 1959

Distrib.
"Central "
HCO O fices

only

HOW TO ESTABLI SH PRI CE OF BOOKS AND TAPES

BOOKS

Establish fully the printing cost. Miltiply by five. This is cost
of the book to usual buyers. However, a book price can be further
i ncreased so that when one gets a 20% reducti on he pays a whol e
figure. Exanple: Printing cost X = 20 shillings. This is mninm
safe retail price. This can be fixed further so nenbers buy it for

20 shillings after their 20%di scount, i.e. 24s X 20% = 20s.

TAPE PRI CI NG



Add:

1. Cost of tape original.

2. Cost of recorder and equi pnent depreciation (2 yrs per

recorder); includes cost of recorders in copying.

3. Cost of time of engineer (gross weekly).

4. Cost of tape for copy naster.

5. Cost of tapes for copies.

6. Rental cost of recording roomor roons.

7. Perfornmer cost. (Mn. od5.0.0./week)

8. Shi ppi ng cost of whol e package by air + insurance.

Add 100% of above.

LRH: np. pm cden
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BOOK PRI CI NG FORMULA
[ Excerpt/

16. The costing formula for pricing a book by the publishing
agency (not the seller) is as follows: Printing cost x 5 + 2 X
Surface post to furthest org. This is the standard publisher
costing formula and allows for discounts up to 50% for |arge
distributors, overhead and royalties. To sell for less than this is

to cause | oss and prevent distribution. This also allows enough



nmoney for the distributor and the publisher both to advertise. This

is a mnimmprice formul a.

LRH: jw. rd

Copyright (c) 1965
by L. Ron Hubbard
ALL RI GATS RESERVED

L. RON HUBBARD

[ Exerpted fromHCO Policy letter of 10 February 1965, Ad and
Book Policies. A conplete copy of this Policy Letter can be

found in Volunme 2, page 101.]

83

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 10 FEBRUARY 1961
HCGCs
Central Orgs

Fr anchi se

PROFESSI ONAL
CHARGES

No Franchise or Field Auditor nmay charge |l ess for services than

the Central Organization for that Continent.

They may, however, charge nore.

LRH: js.rd
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CenCCon
Franchi se
Field Auditors
BPI

L. RON HUBBARD

PROFESSI ONAL CHARGES
(Anends and anplifies HCO Pol Ltr
of 10 February 1961, sane title)

No Franchise or Field Auditor should charge |ess for services
than the Central Organization for that Continent. They may,

however, charge nore

The Organi zation cannot be fully responsible for the excellence
of any auditing that is not regularly purchased through the
Regi strar and done in the HGC at a Central Organization. However,
in the case of conplaints against an auditor, if it is found that
the auditor has conscientiously applied standard procedures to the
best of his ability, and has not charged | ess than the recognized
fee for the area, he nmay expect sone support fromthe HCO HASI and

nysel f

Al auditing rates in an area are uniform Field auditors are

supposed to charge the sanme as the Organization

CGood auditing today is excellent. It is worth far nore than the

fees charged in the HGC. Bad auditing is noney wasted.



No responsibility need be accepted and no | egal help or advice
need be given where, on investigation of a conplaint, it is found
that an auditor has given auditing for fees that are | ess than
those charged by the Central Organization for the area. In the
event of preclear conplaints in such circunstances, severe

di sciplinary action may be taken agai nst the auditor concerned.

The Central Organization should take steps to ensure that al
field and Franchise auditors in its area are kept inforned of their
current charges and terms, so that field auditors can align their
charges and terms accordingly. Field auditors al so should assume
responsibility for keeping thensel ves infornmed of the current

char ges.
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Rem neo

Interested Sthil Staff

| Excerpt/

COST OF SERVI CE



You nust realize, despite propaganda about our expensiveness,

that our services break into two parts

(a) Cheap, broad services for everyone

(b) Personal services at a nmuch higher (but cheaper than any

other field) price.

Don't get confused and try to nmake (a) expensive or (b) cheap

VWhenever | get a plea fromsone staff to "cut our prices" | now
realize they haven't got (a) and (b) separate and they're confused

and try to identify all service with all service

Make our cheap services (PE, HAS, Co-audit, brief assists) very,
very, very cheap. Gve themaway, in fact. This is broad, genera
Sci entol ogy. You have to spend noney to give them away. The book
auditor, the Extension Course, the dollar book, the nmamgazine, these

are all part of these cheap services

Most orgs err in never really spending noney on cheap services
They get all tied up with incone needs and sell only expensive

services and never get a whirlw nd of interest going.

Cheap service costs the org noney. You have to hire staff just to
adm nister it. You have to have people to care for it. You answer
letters frombook auditors (but the Letter Reg doesn't) and PE

peopl e and greet out-of-Towners with a hostess.

You don't turn such traffic off because it doesn't buy. You form
a place for it to come to like a public |ounge. You give it tape
plays. You whip it up to a roar. And you don't let it into your
production departnents or |ines because it bothers these and upsets

t hem

For instance, you never give away an Acadeny Course. You al ways



charge heavily for it. But you give public tape plays that train

the "nmul titude".

ALL PERSONAL SERVI CES RENDERED TO THE | NDI VI DUAL RESULTI NG I N A
GO0D PROCESS RESULT OR A WORTHWHI LE CERTI FI CATE MUST BE CHARGED FOR
HEAVI LY.

L. RON HUBBARD
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AUDI TI NG FEES
PREFERENTI AL TREATMENT OF PRECLEARS
SCALE OF PREFERENCE

There is a definite and positive Scale of Preference for
accepting and scheduling preclears (including students sent to
Review) for auditing in the HGC and in the Case Cracking Section of

the Departrment of Review.

Last on the list is any person who seeks auditing as a favour "to
demonstrate to others what it can do" or "because of inportance as
a person”. The auditing of someone just because the result would
"prove" sonething or other or because the person has noney or power
and m ght donate, by firmpolicy since 1950, has been relegated to
the "circular file" (the waste basket). Gving auditing away to
such persons or their friends or children or psychotic brother in
the asylumis in fact forbidden. Gving preference in scheduling to
such persons is governed, when for pay, entirely by the Scal e of
Preference. Such bids are a snare and a delusion; it sounds good;
it doesn't work out M. Big takes his place in line with M.

Little, and the Scal e of Preference al one applies.

The person who has to be audited AT ONCE for desperate reasons is

al so governed only by the Scal e of Preference.

The person who will only be audited by a certain or special
auditor is also governed entirely by the Scal e of Preference (See
A .

SCALE OF PREFERENCE

Assi gnnent of Auditor and Preferential Scheduling is governed as

foll ows:

A. Best Available Auditors, earliest possible comencenent;



Pcs Paying full rate Cash in Advance with the | ongest consecutive
audi ting period purchased, Were two pcs have to be chosen between
for the best auditor, the one who has purchased the nost auditing
in consecutive periods is given the best auditor at the earliest
nmonent. (It is obvious that to get a special auditor one should pay
full public rate in cash even when entitled to Professional Rate.

O herwi se there may be no pc requested auditor assignments. Buying
additional auditing or offering a specified donation in addition to
the full rate as per A can also influence the assignnent of a

requested auditor. The auditor does not have to accept.)
B. Skilled auditor (but not specially requested auditor), early
commencenent; Full rate pass whose credit has proven excellent and

pronpt by past experience.

C. &ood auditor, early comrencenent; Pcs paying cash in advance

prof essi onal rate.

D. Auditor staff avail abl e scheduli ng;

Full public rate pcs with 50% deposit and unknown or not
established credit. Interne Auditor and any scheduling conveni ent

to org;

Full public rate pcs requiring up to 75%credit, credit unknown.

Any Interne Auditor, and any scheduling convenient to org;

Professional rate requiring credit.

Any student, any scheduling convenient to org; Total credit at

any rate, credit unknown.

H. Students who need practice, cases not supervised except for



student check sheet in Exam nations, schedul ed randomy or by
waiting list, charity or pcs on full credit of a pcs unknown

nat ure.
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In scheduling there is also the problem of matching Interne

Auditors in pairs so they can crack their own cases.

This is normally done by Case Parity. Cases nore or |ess the sanme

in state of case should be matched up

Audi tors who goof seriously in handling specially assigned
processes in HGCs or Case Cracking Sections and are renoved from
active auditing because of it as dangerous, are nornally paired
with the | ast one who goofed and they are assigned as a co-audit
teamand they are permtted to slug it out, getting a better
reality on goofs and their cases in shape as well. This is not
disciplinary assignnent. It is prevention of case danmage to others,
both by giving thema reality and by advancing their cases Their
folders are carefully watched by auditing supervisors for fal se

entries on auditing reports.

The whol e theory of the above is not Cash. It will be found that
those who will pay were the nost able to begin with and have the
greatest value to others. Their worth as persons is greater. Thus

good, swift auditing brings up even this val ue.

| have never thanked nyself for giving any concessions on fees or
schedul i ng not based on the above. | can say with conpl ete case
histories that giving free service to those who denmanded it or
sought it has never resulted in any useful gain for Scientol ogy. On
the contrary some of our biggest headaches adninistrationally come

fromthose who continually sought free courses and free auditing.

In the case of award auditing or training it is a different

matter. Here it was worked for and deserved before the fact. The



Regi strar is never faced with such persons as awards are given

staff and staff has staff staff auditors.

The "the world owes nme a living" preclear (or student) is a
candi date for the Better Dead Cub. There were two branches of this
Club, by the way-Better Dead for their own sakes and Better Dead
for the sake of others. Demands by individuals for free service on
any pretext should be given a light, airy laugh. It doesn't do

anybody any good, often not even the person who received it.

Real charity cases who never pay are actually hard to find. In

Charity Auditing one nmust always give thema chance to pay.

A Registrar's matter of fact attitude about paying for auditing
or training is a valuable asset. Gving the person a probl em about
how and what they'||l pay is poor Registraring. Don't make them
choose about paying in full or not paying in full. Just tell them
"Go to the Accounts Cashier". An evil |augh when they advance the
i dea of sone tiny down paynent on auditing and a remark, "Well,
that would put you on the waiting list and give you a new student,"

m ght be very effective

Printing up the above preference scale for presentation to

falterers on paynent m ght be effective

Account s must always gi ve Schedul i ng Personnel a copy of the

i nvoi ce.

Accounts must mark the invoice clearly as per the above

pref erence scal e.

Schedul ing may only be done by scheduling personnel and nust be
done in accordance with the above Scal e of Preference, and the
prospective preclear already in the office (not on pronotion |lines)

shoul d be inforned that the above scal e exi sts.

L. RON HUBBARD
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Rem neo

CHARGES

As VWE NEVER VALI DATE A DOMNN STAT (it is entirely fatal to all to
do so) we ALWAYS CHARCGE FOR RAI SI NG STATS ON ANY DYNAM C.

And we al ways adjust charges in proportion to the degree the stat

was down. The further down, the nore we charge

L. RON HUBBARD

Founder
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HCO POLI CY LETTER OF 27 SEPTEMBER 1970

| ssue |

Rem nmeo

Cashi ers
Div Ills
Pub Div

Hats Div
Il Hats

FSMs

F/ Cs

Organi zation Series No. 6

CUTATI VE PRI CES

HCO PL of 27 Apt AD 15 "Organi zational Price Engranmt is fully

valid and nmust be followed. It explains why price cuts danage orgs.

Price cuts are forbi dden under any guise

1. PRCCESSI NG MAY NEVER BE G VEN AVWAY BY AN ORG Processing is

too expensive to deliver.

2. BOOKS MAY NEVER BE G VEN AVAY BY AN ORG OR BY PUBS ORG

They are too expensive to nmanufacture.

3. FSM COW SSI ONS MAY NEVER BE PAI D ON DI SCOUNTED OR CUT RATE
| TEMS.

If an FSMcan't sell for full value he does not rate any

comm ssi on.

4. SCHOLARSHI PS FOR COURSES ARE LI M TED TO | NTERNESHI PS, HSDC
AND ACADEMY LEVELS



5. COURSE SCHOLARSHI PS ONLY MAY BE OFFERED FSM ON CONTEST
AWARDS.

6. SCHOLARSHI PS ARE ONLY AVAI LABLE TO WORKI NG FSMs OF PROVEN
SELECTEE SUCCESSES.

7. ALL SCHOLARSHI PS AND AWARDS OUTSTANDI NG TERM NATE | F NOT
TAKEN BEFORE 1 JANUARY 1971.

8. FSM COW SSI ONS ARE PAI D ONLY ON THE ARRI VAL OF A STUDENT OR
PC, NOT ON RECElI PT OF THE FEE.

Adv paynents are sonetinmes refunded.
9. ONLY FULLY CONTRACTED STAFF |'S AWARDED FREE SERVI CE, AND THI S
| S DONE BY | NVO CE AND LEGAL NOTE WHI CH BECOVES DUE AND PAYABLE | F

THE CONTRACT |'S BROKEN.

10. FSM BONUS AWARDS TO ORGS MAY ONLY BE DELI VERED TO CONTRACTED
STAFF MEMBERS OF THAT ORG

L. RON HUBBARD

Founder

LRH: sb.rd
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Rem nmeo

Cashi ers

Div 3s

Public Divs Hats
FSMVs

Fr anchi ses

FSM CONTEST AWARDS
(Modifies HCO PL 27 Sept 1970
CUTATI VE PRI CES)

FSM Awar ds out standi ng as of 27 Septenber 1970 were to be taken
by 1 Jan 1971 or forfeited by the above policy letter

Many were not able to arrange to take their awards within the

stipulated tine.

In response to public requests the deadline for claimand use of

such awards i s aboli shed.

LRH: VP: nt.rd
Copyright (c) 1971
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Rem neo

ORGANI ZATI ONAL PRI CE ENGRAM

It's an awful good thing | found the engramin organizations
before we rel eased the new pattern of orgs and began to expand

prices.

Had | not found it we woul d have expanded to insol vency!

A few suppressive persons with their "everybody" and "they" have
here and there over the years set up a price ridge between orgs and

public.

"You charge too nmuch!" "Mney" "Prices too high!" conbined with
"everybody thinks" and other generalities have nade executives

believe that the public won't pay.

Not detecting the true reason for this attack, the executive
swal l owed it whole. The true reason is a suppressive reason-if we

don't charge we will vanish

A guilt complex (I won't use a Scientol ogy termon anything so

| ow) arose about noney.

Accommodatingly around the world org Scientol ogists tended to
cease to exist financially. Al to please Jo-Jo the fanous | oop of

Capet own or Too-Too the fanmpbus paranoid of Sydney or GQut-growl the

renowned psychotic of Washington or Ch-no the wildly cel ebrated
pervert of Los Angel es or Sinangulp the |oudest nmouth in

Johannesbur g.

These ARC Break specialists howed so loud their mnority was

overl ooked. They wanted us gone. W hel ped people. A dastardly act.



To prove it, Sinangulp tried to give away Johannesburg's

bui |l di ngs! And stole HASI's equi pnrent and tapes and recorders

Staffs resenting these attacks, resisted. But gradually

succunbed.

Covertly prices were | owered

Very covertly.

VWhile still reporting and advertising high prices sone orgs were

charging very small.

It's a case of how crazy can one get.

It's one thing to advertise the discounted price. It's quite
another to only advertise the high price while secretly selling at

a ridiculously | ow price

The tendency then agai nst which we nust guard is covert |owering

of prices once set.

The prices given ne | ast year for use in conputing a discount
programe were in sone orgs higher than the actual price taken by

the org.

Therefore, when we went on the early 1965 programe, the lie
about forner prices nmade it appear to the public in sonme areas that
we had raised prices from400%to 1000% Hence, no business and the

Jan- Feb sl unp.

It's good this happened while we were still snall in orgs. For
had we expanded wi t hout di scovering this the tendency of secretly
| owering prices woul d have wecked us. The bigger we got the broker

we woul d have been and the poorer the staff.

I now know why staffs got higher than average units on



proportionate pay when | nanaged an org personally. | just didn't

cut-rate things. And the public paid happily.

The | esson we have | earned and whi ch we nust never |ose sight of
is that secret price cuts by separate orgs and di scounts can
underm ne all financial planning and lay in an engramthat can

destroy all expansion.
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Hardly one price actually collected in the world was the
aut horized price or the advertised price. And when the fal se data
was used for planning the public was confronted with a HUGE
increase even in the discounted price, which was based on reports
that made the discounted price equal to the advertised 1964 price.
But that reported 1964 price was not the price received for

servi ce.

| personally am of the opinion that even top executives in orgs

did not know what their staffs were charging by the org.

What it anounts to is that a big false report by orgs lay behind
the 1965 Jan-Feb slunp. They did not report their actual |ow
prices, only their advertised prices.

Therefore we can draw up sone policies on prices.

1. The advertised and reported price of anything sold by an org

nust be the actual price received by the org for that item

2. There may be no hidden discounts, trick reductions, whins or

favours given in pricing.

3. Merchandi sing by advertising that prices are going up soon is
f or bi dden.



4. Anyone covertly reducing prices is guilty of suppressing an

org which is a high crine.

5. Any price passed upon at Saint H Il by myself nmay not be

changed for anything by anyone el se in any org.

And finally:

6. Efforts to reduce prices below a set scale will be considered

suppressi ve acts.

| can easily handle a situation when | have all the data. It was
easy to re-shuffle progranmes to get us again into an income range
where orgs and staffs will prosper and which pleases the public.

But it was a lot of worry until | got the real story.

We have | earned sone val uabl e | essons by the Jan-Feb 1965 sl unp.

And we were saved by the bell. W didn't have a public book
pouring in people and we didn't set up the orgs to boom Had these
two things been done, w thout my establishing a programre which
started the rabbits out of the brush and into view, we would have

been w ped out by a boom

Now we can plan with a better reality and set up the org and

rel ease sone popul ar books and boom

The only other datumon this also teaches us a lesson. Earlier in
1964 a query to all orgs about their prices elicited a good
response. | several tinmes asked for those despatches to be
collected in a folder and given to ne and it was not done. In the
press of things, | didn't notice | was getting a non-conpliance
here and so never saw themuntil |ast week. However those price
reports too were not correct. And | did have other data given ne
later in the year of 1964 on prices and National Councils did

i nspect the raises w thout coment.



There's no nystery left about this - the price data gi ven by nost
orgs for planning were not the prices actually paid by the public -
and orgs sold things for far less in nost cases than what they said
they did. And the '64 discount conplexity was greater than the '65.
The engram was that prices were covertly reduced and the new prices

of 1965 were thus nmany tines the old.

Don't listen to suppressives. Turn themin to HCO And hold the
prices set. And tell me the truth

L. RON HUBBARD

LRH:mM .eh.rd
Copyright (c) 1965
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi |l Manor, East Ginstead, Sussex

HCO POLI CY LETTER OF 18 APRIL 1965

Remni neo

Sthil Execs
Franchi se

i nsert separately
in Auditor 8 as

a printed Pol Ltr
BPI

May be mailed to
Scn Mailing Lists

ALL SCI ENTOLOGY
PRI CES LONERED BECAUSE OF NEW



ORGANI ZATI ON STREAMLI NE
COST OF TRAI NI NG, PROCESSI NG
AND BOOKS LOWERED BY NEW
DI SCOVERI ES

Cancel s HCO Policy Letters:

19 Oct 1964 Pricing Formulas

30 Cct AD14 Mailing List for Franchise Hol ders

31 Cct 1964 Issue |Il: Current Policies, Ogs & Franchise
3 Dec 1964 Pricing Meetings Final Policy

23 Dec 1964 Field and Public Progranm ng

15 Mar 1965 Issue Il: Only Accts Tal ks Money

22 Mar 1965 Saint Hill Services, Prices and Discounts

Sci ent ol ogi sts may now have a Menbership Free.

And all prices and sign up procedures revert to 1964 |evels and
conditions. We are retaining all that was good of the programe
such as obtaining funds and heavily advertising books. W are only

cutting out discount puzzles and raised prices.

| have answered your request that we do so by streamining orgs
and | have returned you to the 1964 arrangenents that you did |ike
and wanted. W can do this because of costing | owered by our new

organi zati onal pattern

Al'l International Menberships recently purchased will be extended

6 nonths free.

The Professional Auditors' Bulletins (the PABs) will no |onger be
shortened and will be restored to their old format and are to be
sent to all International Menbers regularly. They will contain the
trenmendous backl og of invaluable data of HCO Bul |l eti ns of 1964.
HCOBs printed in it will come on up to present tinme and wll

continue to be issued as PABs as before.



The hi gher prices and di scount plan of early 1965 are rendered

unnecessary because of technical and organi zati onal advances.

LONER LEVELS

The techni cal advances which cane fromthe | evel above clear when
| contacted It, opened not only the top, but the bottom of the
l evels and | found many new "sub-zero" |evels and devel oped nany of
the processes that go with them This |ets us undercut the toughest

cases we've ever seen in the fastest possible TIME

DI SSEM NATI ON FORMULA

Al so, | have discovered and devel oped the |ong awaited
di ssem nation fornula which makes it a walk In the park to easily
present Scientology to even the roughest objector, nmuch | ess decent

peopl e.

Its drills just need to be witten up in Bulletin formand they
will be part of the PABs in due course. You will get the PABs with

your International Menbership.

FI ELD STAFF MEMBER

Wth the Field Staff Menber programme and | ots of book auditors
we don't want a conplicated price progranme to stand in anyone's

way now.
FI ELD AUDI TOR PRI CES
Al Field Auditors and Centres are now being required to return
to the 1964 price level of their Continental O ganization and nay
not charge nore or |ess than those prices.
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Such auditing is not supervised fromSaint HIll. Only HGC and



Acadeny auditing and training is supervised by ne.

To charge a fee an auditor nust be Cassified up to the |eve

being run for fee.

ORG PATTERN

The new org pattern nmakes for a sonewhat |ess costly org per

person trained or processed so the prices can be dropped back

Al so volume will be rising.

NEW BOCKS

| am hol di ng up new books here until orgs are better able to care
for very heavy traffic flows. The new books will increase the

vol une agai n.

Before we start pouring new public in we want to clean up all our
old clearing contracts and our existing field auditors and
Sci entol ogi sts. This should take about a year. After all, they have
first call on org services and we'd better not start such a heavy
fl ood of business that the old tiner will be crowded out before his

case and training are up.

PLANNI NG

|'ve been working to renove any obstacles in the way of the

training or processing of any old tinme Scientol ogist.

If we can get all our present people well up while we still have

breathing space, their help will be invaluable as we spread out.

Therefore, consider the 1965 di scount programre run out and

erased. W don't need it and you found it hard to understand.

Things are as they were in 1964 - same prices, same Sservices,



same courses - sane people, but the orgs with a new streamined

pattern based on technol ogy taken fromthe high | evel s above clear.

I"'mglad to be able to give you this break.

And |'mgoing to need every last Scientologist in the world as

hi ghly trained and processed as possible.

And so | have swept aside all the blocks 1 could. W nust we can

get the show on the road in tine.

So let's get the show on the road!

LRH: m . rd

Copyright (c) 1965
by L. Ron Hubbard
ALL RI GATS RESERVED

L. RON HUBBARD

94

HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 19 OCTOBER 1964
General Non-
Rem meo
Assn/ Org Sec
HCO Sec
Adconm
Deputy Assn/ Org
Sec

PRI CI NG FORMULAS

Ref erence: HCO Exec Ltr of July 3, 1964, (Requested Data on



Prices).

(This Policy Letter nodifies HCO Pol Ltr of Sept 23, 1964, in
giving three nonths' average incone, instead of one nonth's as the
average price for training and processing. Qherw se, HCO Pol Ltr

of Sept 23, 1964, is generally valid.)

PRI CES AND DI SCOUNTS ARE EFFECTI VE JANUARY 1, 1965, (but nust be

prepared for and announced as contai ned herein.)

First, thank you for your response to ny request for pricing
data. | now have formulas and data to give to you as policy now

i ssued.

THE NEEDS OF A NEW PRI CI NG FORMULA

The needs for new pricing forrmulas are required by:

1. Inflating currencies in all countries. 2. Low units in nmany

orgs. 3. No flexibility.

PRI CI NG FORMJULAS

The pricing formul as are:

1. The price of a 25 hour intensive or any one course above the
| evel of HAS shall be conmputed as costing the sane as three nonths
pay for the average m ddl e class working individual. Each
Continental District shall make its own conputation of what this
sumis. Fromthis total price a Lifetinme Menber shall have a
di scount of 20% An International (yearly) nenber may have a
di scount of 30% For the purpose of Courses and intensives only
these two discounts may be additive. Courses above the |evel of HPA
may be increased in price at the discretion of the Continenta
Director or Executive Director. Processing bought in anmounts nore
than one 25 hour intensive may be decreased proportionally at the

di scretion of the Continental Director or the Executive Director



ASSI STS

2. Assists are to be charged at the hourly division of the above,
but no assist shall be nore than five hours and must be delivered
in one session. Discounts are allowed. Two or nore assists nay not

be sold the sane preclear in any one nonth.

PE FREE COURSES
3. HAS Courses are to be divided into a free period of one or two

weeks, but only for five or six evenings on Course.

HAS COURSES

4. The HAS Course is to continue for an additional series of
evenings paid for by the evening or in advance and shall be no |ess
than 30 and no nore than 60 additional evenings on course. The
anbunt to be charged is based on three weeks pay of the average,

m ddl e class pay rate and, if paid in advance, is subject to a
refund in cash or future credit of 25%of the total fee, providing

the course is fully conpl eted
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and the refund payable only at the end of the course. Lifetime 20%

and International 30% discounts apply.

PROFESSI ONAL RATES

5. Professional rates are abolished as they are cared for by

menber shi p di scounts.

STAFF MEMBER AUDI TI NG

6. Staff nenbers, full or consistent-part-tine under contract,

may be audited 12 1/2 hours or 25 hours in any week in the HGC by

giving up half of their units for a 12 1/2 hour intensive and al



their units for 25 hours which then serve as a general rise in al
the others' units; but staff nenbers nay not have nore than one 12
1/2 or 25 hour intensive in a nonth. They may have 12 1/2 hour

i ntensi ves over week-ends by directly paying the staff auditor
auditing themthe average units for the week before |ast cal cul ated
for 2 1/2 days only, if this is overtine for the staff auditor, or
by paying the org the sane anount, if the staff auditor is a

regul ar, week-end, part-tine auditor. No staff nenber may be
audited if paying pcs consunme the available auditing tinme. Two
staff nenbers nust be audited in the same week by the sane auditor

if only 12 1/2 hours is taken.

BOOK DI SCOUNTS

7. Book discounts will be:

(a) Central Orgs which act as the Continental Book Dept for the
continent and Saint Hill from Washi ngton or Washi ngton from Sai nt
Hill get a 50% di scount on the retail sales price, plus postage and

any shi ppi ng charges.

(b) Gty Ofices which are not the Continental Book Dept, and
Franchi se Hol ders get 33 1/3% di scount with no other discount,
whet her ordering from Saint Hill, Washington, or a Central Org or a
Cty Ofice, plus postage and any shi ppi ng charge.

(c) An International Menber gets a 10% di scount, plus postage and

any shi ppi ng charges on tapes, books and neters.

(d) A Lifetine Menber gets a 10% di scount on tapes, books and
neters, plus postage and any shipping or handling charges, whether
buying from Saint H|Il, Washington, Central Ogs, or City Ofices,
but not binding on Franchi se Hol ders. BOOK PRI CES ARE NOT UNI FORM
CONTI NENT TO CONTI NENT, BUT ARE FI XED W TH PERM SSI ON FROM SAI NT
HILL.

(e) Lifetime and international Menbership discounts are additive



in all cases except where the Lifetine Menber has been proni sed
before Nov 15, 1964, a 20% di scount on books, tapes or neters, in
whi ch case the discount will be honoured in all orgs, but the
additional international Menbership discount does not apply then on
tape, book and neter purchases. The maxi num nenbership discount is
therefore 20%in all orgs including Saint H Il on tapes, books and

neters.

(f) Any org may buy tapes from Saint H Il at 50% di scount.

(g) O her discounts on tapes, books and neters to be arranged

fromtine to tinme.

(h) Central Organizations and City Ofices may arrange for
di scounts with the Director of Publications at Saint H Il on
quantity purchases of neters, tapes, insignia, etc. Any such
di scount is a tenporary arrangenent. Evidence that an organization
or office is selling books, neters, tapes or insignhia at cut rates
(below list price for that area | ess proper nmenber discounts) will
cause cancellation of all further neter, or insignia discounts

(except menbership discounts) to that area.
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| NTERNATI ONAL MEMBERSHI P FOR STAFF MEMBERS

8. Staff nenbers full or part time, continuously enployed and
under contract are given their international Menbership yearly
wi t hout charge. Their Lifetinme Menbership nust be purchased by
thensel ves. On departure fromstaff a staff nenber's international
Menbership is cancelled as of that date, but nmay be renewed on

proper paynent.

THE NATI ONAL MAGAZI NE

9. International Menbers receive every other nonth a Major issue



of the National Mgazine. Everyone in the address files receives

the Mnor issue in the alternate nonths,

THE AUDI TOR

10. The Auditor goes to all Founding Menbers, Internationa
Menbers, Lifetime Menbers and Professional Auditors, but the
mailing of this nagazine is not to be pronised and conprises no
part of the pricing programrming, Saint Hi |l naking no pronise to

continue to issue it to any certain person or anyone.

THE PROFESSI ONAL AUDI TOR' S BULLETI N

11. The Professional Auditors Bulletin goes to all Internationa
Menmbers and Prof essional Auditors either direct fromSaint H Il or

as an enclosure in a Major national issue.

RESEARCH TEN PERCENTS OF GROSS | NCOVE

12. (c) Central Ogs, Cty Ofices and Franchi se Hol ders
contribute 10% of their gross weekly income to various expenses and
usages at Saint H Il or to L. Ron Hubbard as Director of Research
But this 10% shall not include paynents received for books by

anyone.

BOOK TEN PERCENTS

13. Washington and Saint H Il pay 10% of their gross book sal es
to the Research Fund Account of Scientology Library and Research
Ltd., but only on books actually published and printing paid for by
each area. |f Washington publishes a book it pays 10% of the gross
retail sales price as sold. If Saint Hi |l publishes a book it pays
10% of the gross retail sales price as sold. If Washington, for
exanpl e pays Saint H Il for a shipnment of books and sells themfrom
Washi ngt on, then Washi ngton does not pay any 10% and vice versa.

Al though it is not policy at this time for other offices to reprint

books, if one ever does get permission, it will also pay 10%to the



Research Fund of Scientol ogy Library and Research Ltd on each

| NTERNATI ONAL AND LI FETI ME MEMBERSHI P PRI CES

or $30.

14. International Menbership shall be uniformat this tinme for
the world at od0

Li feti me Menberships shall be uniformat this tine for the world
at o25 or $75.

Nei t her Menbership may be bought at a discount. Menberships are

not refundabl e.

RECEI PT AND USE OF | NTERNATI ONAL AND LI FETI ME MEMBERSH P MONI ES

15. Both International and Lifetine Menberships shall be paid in
to the HCOin the Area Ofice and deposited only and at once in the
HCO Book Account, and shall serve, anongst other things, to defray
magazi ne printing, handling and postage costs of the National
magazi ne. Al Menberships nust be paid for in cash, nade out
directly to HCO Book Account. Menberships shall be deposited only
in the Main Book Account of the Area Ofice. The Continental Ofice
may call on sums proportionate to the number of magazines (their
cost of printing, handling and postage) nailed in the area of the
HCO Area O fice, but book ads saying books are available at the
Area Ofice and the ads of the Area Ofice nust be carried in the
magazi ne. Al suns additional to magazine cost in both the Area and

Continental O fice shall be used only to purchase
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nore books, and tapes and to defray expenses of high quality
facilities for tape playing and the expenses of Congresses. Al
Menber shi p nmoni es received by an Area Ofice, not called upon to

defray magazine printing and postage may be retained in the Area



Book Account.

CONGRESS FEES

16. Al Congress fees shall be received into the Area Book

Account of the area where hel d.

No Congress fees, nenbership fees, or book nonies received nmay be
used for the paynment of units, rent (except for Congress Halls) or

organi zati on expenses.

USE OF CONGRESS, MEMBERSHI P AND BOOK MONI ES

17. Congress, nenbership and book fees nay be used for
advertising Scientol ogy books in nmagazines, but not for newspaper

or magazi ne advertising of PEs, auditing or services.

FURTHER USE OF CONGRESS, MEMBERSHI P AND BOOK MONI ES

18. Any further use or disposition of Congress fees, menbership
fees or book receipts shall be at the sole pernission, personally

signed, of the Executive Director

HCO BOOK ACCOUNT SI GNATORI ES

19. The HCO Continental Sec and HCO Area Sec or where the HCO
Continental Sec is also an Area Sec. by the HCO Continental Sec and
the HCO Comuni cator jointly, or the single signatures of LRH and
MBH are requisite on any Book Account cheque for it to be valid and
all bank mandates for that account nmust so state and nust include

the signatures of LRH and MBSH

OTHER PRI CES

20. Al other prices of all other commodities or services shal

be set by the Continental Director in agreement with the HCO

Continental Sec for all offices in their continental area.



COW TTEE DETERM NATI ON OF AVERAGE M DDLE CLASS PAY

21. The determ nation of what constitutes 3 nonths' pay for an
average mddl e-class individual for a continent shall be deternined
by a Conmittee of which the Continental Director shall be chairnman
and each Association or Organization Secretary of that zone a
conmittee nenber. Al governnment data and averages shall be
consulted as available fromdepartnments or mnistries involved in
conmerce and | abour and from other sources and it is the

responsibility of the Chairman that this data is obtained.

MEETI NG TI MES OF TH 'S COW TTEE

22. This Conmittee is to meet in the fourth week of Novenber in
this year and on the first week of Septenber in succeeding years to
determine the price scale that will becone effective on the first
of January of the comi ng year and these prices shall be announced
in the National Magazine at once as they will generally be found to
be rising in the coming year, causing a rush of business in
Decenber .

CONGRESS DATES
23. Congress dates should be set for the period July 1 of the
com ng year to June 30 of the next year after and announced in the
sanme issue of the National Mgazine.

AUTHORI ZATI ON OF PRI CES

24. Final authority for prices nust be obtained by cable fromthe

Executive Director before publication with brief supporting data.
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Note: it is called to your attention that if an internationa



Menbership and a Lifetine Menbership is held by an applicant for
training above the | evel of HAS and bel ow the | evel of HPA or for
processing, then there nust be one pc or student per nonth per
staff nmenber to give each staff nenber 1 1/2 tines the average pay

of a conparable post to his own in an outside business firm

A staff of 20 woul d have to sign up 5 students or pcs per week on
courses above the level of HAS or 25 hour intensives to do that and
it was common (at conparable prices to those arranged for in these
fornmul a policies) in Washington or London in 1956 to sign up nore
than that with a staff of |ess than 20. (But book ads were being

regularly placed - an action anply provided for in this plan.)

HCO AREA SEC BONUS

25. The HCO Area Sec is granted a bonus of 2 percent of the gross

recei pts of the | ocal Book Account.

ASSN SEC/ ORG SEC BONUS

26. The Associ ati on/ Organi zati on Secretary is granted 2 percent
of the gross receipts of the HCO Book Account but may not be a

signatory to that account.

HCO CONTI NENTAL SEC BONUS

27. The HCO Continental Secretary is paid 1/2 of one percent of
each Book Account in the Area, whether or not acting as an HCO Area

Sec as wel | .
CONTI NENTAL DI RECTOR BONUS
28. The Continental Director is paid 1/2 of one percent of the
gross recei pts of each Book Account in his continent, when acting

as an Assn/Org Sec or when not.

MONTHLY PAYMENT OF BONUS



nont h.

29. Al such bonuses are payable nonthly only, conputed on the

first of the

NO ADVANCES OR LOANS FROM HCO BOOK ACCOUNT

30. No Denon may be paid such a bonus in advance nor may any | oan

be made to any person from any HCO Book Account.

HCO BOOK ACCOUNT BONUS
SUSPENSI ON

31. When a Book Account tends to becone insolvent by reason of
owing nore than it receives, bonuses are suspended until the

condition alters but in no event |ess than 60 days.

REGULATI ONS CONCERNI NG HCO BOOK ACCOUNT

32. Book, Congress, Tape and Menbership income may not be used or
| oaned for any salary sum expense sum building fund or past bills
of the organi zation as a whol e, but past book and tape bills are an

excepti on.

STAFF MEMBER LOANS

33. Al loans to staff nenbers from any organi zati on or outside
source mnust have the permi ssion of the Treasurer at Saint Hil
bef ore being granted or received. Exception is actual persona
| eases and/or Hire Purchase or Tinme Paynent purchases by the staff
menber for his or her own use, and no noni es nay be borrowed by
full or part tinme staff menbers from past or present organi zationa

students or pcs.

STAFF REGULATI ONS



34. Any staff nenber accepting for training or processing any
student or pc for his personal profit or for favours during his

time of enploynment on staff or any HAS
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student or pc for two years following will be subject to a Conmmittee

of Evidence and possible revocation of certificates.

REPORTI NG OF UNUSUAL FAVOURS

35. Any unusual favours received by a staff menber from
organi zational students or pcs nust be reported to HCO Exec Sec
Wrld Wde via the HCO Area Sec and Continental Sec. This includes
uses of cars, apartments or receiving expenses as well as other

f avours.

FRANCHI SE AND FI ELD ACTI VI TI ES

36. Franchise and Field Auditors are influenced in prices in that
they nmust not charge | ess than but may charge nore than the
auditing and training prices above the | evel of HAS for their
continent, but they may credit the facts of International and
Li feti me Membershi ps di scounts, even though they should not sel

t hem
I NTENSI VES OF MORE THAN 25 HOURS
37. Additional sliding scale discounts nmay be given when pcs or
students buy nore than one intensive or course at the sane tine but
the reductions for quantity purchases nust be passed upon by the
Continental Director

TAPES

38. No tapes may be manufactured, copied or copied for resale by



any Central Organization or City Ofice. Only Saint Hll nmay copy
tapes. Evidence of any tapes being copied or copied for resale in a
Central Organization or City Ofice will suspend their tape

di scount for one year

Pl ease note that the only discount Policy Letter marked BPI is
Pol Ltr of October 31, 1964. This is a repeat of others and
addi ti onal data of special interest to and clarification for the
Franchi se Hol der and the public. The one you release is Cctober 31
1964.

DO NOT' RELEASE ANY OTHERS OF THI S PRI CI NG SERI ES OF OCTOBER -
NOVEMBER 1964 TO FRANCHI SE OR THE GENERAL PUBLI C

CREDI T PAYMENTS

39. Previous policy disallow ng discounts on credit are
cancel |l ed. This does not nean that nenberships nmay be had for
credit. They cannot be. It does nean that all discounts apply
whet her the full or only a part of the paynment for training,

processing or other service or materials are purchased.

However a reasonabl e deposit, covering the actual cost of the
service or material must be procured in all cases where credit is

ext ended.

On future credits, after January 1, 1965, no penalty cl auses
shoul d exist on new credit notes signed and these are hereby
cancel | ed for new notes. Interest nust not be |ower than the
hi ghest permitted by law in the area or 10%in areas having no

limt.

Interest for the termof the note is added in full sumfor the
termof the contract to the note on signing it, the anmount of the
note then being owed sumplus interest for the entire termof the

not e.



RELEASES REQUI RED

40. Rel eases of the older type are now required on all sign-ups,
particularly credit sign- ups where an even tougher rel ease form

shoul d be drawn up especially for those persons signing notes.

Sign up policy remains otherw se unchanged.
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Not e: New programm ng, new processes, new PE format, the
technol ogy of how we | ose pcs and students, the data in HCO Pol Ltr
of Septenber 23, 1964 and Exec Ltr of Cctober 5, 1964, a
recognition of the field and franchise auditor as a pc and student
source that must be encouraged, a recognition of how units and
staf f nenbers and busi ness-done bal ance up, new books, new type
Congresses, ny general planning on your pronotion |lines and your
increasing activity and al ertness, conbined with expected case
gai ns, the new Book of Renedies, these things and others combine to
guarantee an increasingly busy future with considerable rise in
personal Income and general financial health. You realize, of
course, that as you increase students you don't increase
instructors to that degree and staff auditors pay for thensel ves as
added, and that a great deal nore incone lies in salvaging all old

cases and increasing the potential to earn in all new ones.

Al this requires a |lot of snap, pop and hard work but it can be

done and you can be paid better for doing it.

In the business of fast plainly spiritual healing you will also

i ncrease your activity and i ncone beyond expected average.

Advertising actions are arranged for in the above. Nobody expects
magazi nes to cost any nore than they have previously. Mgazi ne cost

and postage is dropped from org expenses.



Note al so that under this plan the nost neglected action in
produci ng i nconme in any area, BOOK ADVERTI SEMENT, the No. 1 mmgic
formula of dissem nation, is pushed into being by restricting the
expendi ture of nenbershi ps and ot her HCO Book Account nonies until,
to get rid of the surplus, book advertisenents nationally and
locally on a large scale would have to be placed constantly. Wth
quantities of book ads, income fromstudents and pcs as well as
books will flood in. It always has. This is the basic fornula of
the coni ng boom Because they cost the org noney it could spend and
"needed" el sewhere, the number of national nagazines printed was
curtail ed and book ads were dropped out and that has been the chi ef

cause of any financial difficulty in any org.

- As local offices and franchise centres becone truly active,
they will cease to drain off the old tiners fromthe Central Og
and stir up nore |ocal business of which the Central Org gets its
part in courses and pcs.

This all |ooks pretty favourable to ne. | hope it does to you
LRH: j w. cden
Copyright (c) 1964
by L. Ron Hubbard
ALL RI GHTS RESERVED

[Inportant. See also HCO P/L 18 April 1965, page 93.]

L RON HUBBARD

[Note: in 34. STAFF REGULATI ONS the phrase or any HASI student or

pa has been added per HCO PL 26 Novenber 1964. 7 (h), 38, 39 and

40 have been added per HCO PL 9 Novenber 1964.]

101

HUBBARD COVMUNI CATI ONS OFFI CE



Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 30 OCTCBER AD14

Gen. Non- Remi meo

Sthil Students

Franchi se Sthil
CF MAI LI NG LI STS
FOR FRANCHI SE HOLDERS

(HCO Sec: Note that this is an inportant piece of current
pronotion and see that it, with Pol Ltr on Pricing Fornulas, Exec
Ltr on CF Overhaul, are thoroughly known and understood by the
Assn/Org Sec. Dir Prom Reg. and CF and Address In Charge. W're
arranging a boom Don't let any parts of how we're doing it go
awy, in your Og. If all steps are taken and continue in force,

the boomw |l be on in your area.)

For sonme years we have had a policy of no nmailing lists should be

sent or issued to the field.

That policy is now relaxed only so far as the follow ng:

1. Franchise Hol ders in good standing nmay be issued a certain

type of list.

2. The list may only be issued by being addressed on address
envel opes for a brochure as follows and nay not be in tape roll or

card formand no plates may be given to Franchise Hol ders.

No |ist of persons actively in comunication with the Central Og
may be rel eased and such persons may not be part of any Ilist

i ssued.



4. A Franchi se Holder may receive lists only for the area in

which he is actually operating.

No |ist issued becones anyone's exclusive property and |ists may

be duplicated where areas are the sane or overl ap

TWO TYPES OF ADDRESS FI LES

A Central Og or Gty Ofice with Address Equi prent and Files

normal Iy carries and preserves all addresses ever coll ected.

In practice, certain plates are retired to storage when the nane
has not been actively in comunication with the Central Og for
sone time. This period has varied but was usually 3 years. In
short, if sonmeone was out of coonomwith a Central Og for 3 years,

the address plate was retired to dead files.

If this procedure has not been followed, then this action wll
have to be done: Al invoices ever witten by the Og will have to
be exhuned from Accounts and a whol e new Address Plate File made

fromthe start of the Og up to its present "active" plate files.

If the plates have been kept, this is a sinple matter. One sinply

regards "inactive address plates" as Franchise Files.

The two types of address files are then as foll ows:

File A. Active Address Files of the Central Organization

File F: Franchise File.

Al files are by districts as postal authorities usually require

it for mail packaging. If they aren't then File F nmust be broken

down into states or counties or sone such geographical area

Popul ation density, not square mles, is the best criteria, so you

may have 3 districts for Greater New York and one for Arizona, New



Mexi co and Wom ng.

BROCHURE FOR FRANCHI SE

A special brochure for the Franchi se Hol der nust be nade up and
printed by the Central Og. This should consist of the 17 basic
definitions and what a Franchi se Auditor can do and what training
he can give. A Franchised Auditor should be defined. An invitation

to conmuni cate shoul d be given

A space for a Franchised Auditor to wite, print or stanp his

nane or the nanme of his centre nust be |l eft on the brochure.

The brochure is provided with proper mailing envel opes.
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BROCHURE DRI LL

On paynent for a certain nunber of brochure copies (500, 1,000)
to cover printing, addressing and posting the carton to him a
Franchi se Auditor in good standing rmay receive addressed brochures
fromCentral Orgs (not Saint Hll).

Addr ess addresses the envel opes up to the nunber of addresses
available for that district. Only File F (above) is used. Address

does not stuff.

The addressed envel opes in one bundl e of the carton and the
brochures in another part of the sane carton are shipped off to the

Franchi se Auditor.

Any part of the ordered brochure envel opes renai ni ng when the
nunber of plates for that area are exhausted, are sent blank for

the Franchise Auditor to put his own addresses on



The Franchi se Auditor receives the carton, addresses the
envel opes left blank as he wi shes, has a printer run off his nane
and address on all the brochures or stanps themor wites his nane
and address on them and, paying the postage, mails themout to his

ar ea.

Peopl e, finding service close to hand, will often break silence
and correspond or call. Goups will form Personal contact will
revive. Now that we have why peopl e dropped out (definitions not
understood in ol der subjects or in Scientology, a fact which can be

mentioned in the brochure), we can get them back

FACTS ABQUT THE FI ELD

It is hard for a Franchise Auditor to get in touch with people.

Peopl e when they know he is there will wake up and go to hi mwhen

they never would conme into the org.

A Central Og which does not cultivate auditors in the field does
badl y.

A Central Org has been known to nisguidedly suppress field

"conpetition".

A survey of pcs sone time ago showed the majority originally had
been sent in to the HGC by the field, a fact Central O gs sonetines

over | ook.

The Franchi se Auditor, delivering service as a well trained

prof essional is nobody for an Org to deter but encourage.
Only bad experiences with squirrel, badly trained or untrained
persons in the field lead Orgs to withhold fromthem These

experiences seldomif ever occur with Franchi se Auditors.

It would be dull to release the total active list to the field



It would be dull indeed to release File F to anybody and everybody,
conpetent and inconpetent alike. It would be equally dull not to

forward the programe covered in this Policy Letter

NEW PROMOT| ON

The above project should be undertaken quickly. The sooner it is
undertaken, the higher the general activities of Scientology wll

i ncrease.

The line nust be grooved in now while it can be. The brochure
must be prepared and printed. Special help nmust organize the
separation of Files A and F and in at |east one case File F will

have to be put on plates all over again.

The reason this will have to be done quickly is because there

won't be any spare notion later with which to do it.

New pronotion is so rigged that City Ofices will be putting out
vast anmounts of advertising of books locally and Central Orgs

nati onal | y.

These new book buyers have been missing in our planning for years
for reasons of fal se econony. Now we are going to start them

rolling in.

New Pronotion - and new books-will send orgs into a state of such
activity that they mght flub the drill of Franchise brochures if
begun later. So start it now and you will have it grooved in when
things really start. You will soon have nore addresses than you
know what to do with.
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HANDLI NG NEW ADDRESSES | N CENTRAL ORGS AND COFFI CES

Starting right away, this is the drill for new book buyers. This



drill also will be kept in and followed after advertising begins.

1. A person buys a book personally or by mail for the first tine.

2. The invoice is made out with the nane and address bright and

clear on all copies.

3. One copy goes to shipping or books whether mailed or just

handed out.

4. One copy goes to own Address. (This is true of all orgs
including City Ofices. Wiatever is done with remaining invoice

copies is according to standard accounts procedure.)

5. Address cuts a plate or stencil and puts a date on it and a
designation |ike BB 3/3/65, neaning the person bought a book on
3/ 3/ 65.

6. This plate is put in File A and receives whatever goes out to

File Afor 3 or 4 nobnths.

7. Any new invoice, indeed all invoices, go to Address. If a BB
in File A buys nore books or training or processing Address
obliterates the BB 3/3/65 on the plate or stencil either by just
flattening it on a netal plate or cutting a new stencil in case of

| ess durabl e stencils.

8. At the end of each quarter (Mar. 31, June 30, Sept. 30, Dec. 31

al | approxi mate) Address renoves all BB plates older than 3 nonths.

9. These plates are now placed in File Fwith its geographica

mat es.

10. Franchise Holders are inforned they should buy new brochure
sets and these shoul d be addressed fromFile F. using all plates in

it, old or new



FRANCHI SE OBLI GATI ON

To procure a set of addressed brochures, a Franchi se Hol der nust
pay cash to the org and nust specify how many addresses for what

districts and how many envel opes are to be |eft blank

On receipt of the carton, the Franchise Holder is obliged to mail
at |l east the addressed envel opes, containing the brochure furnished
and any piece of his own additional literature, providing only that
it mrrors no ganes condition with other auditors or the org, and
contains no claims contrary to standard policy regardi ng healing,
the insane, etc., as contained in HCO Pol Ltr of Cct. 27, 1964, or

as anended fromtine to tine

The Franchise Holder is obligated to turnin to Saint Hll at the
end of each year a COVWLETE LI ST of the names and addresses of
persons who have bought things fromhim- books, auditing,
processing, courses - so that these people can be sent a copy of an

I nt ernati onal Magazi ne.

Failure to carry out these above named obligations would result
in a cancellation of the privilege of receiving mailing lists, if

not of Franchi se.

CI TY OFFI CES

A Cty Ofice nust forward copies of its new book buyer list to
its Central Organization the nonent it becones File F. It nust be

plainly marked File F and include only File F nanes as above.

The City Ofice may keep its book buyers who then buy nore books,
training or processing (its File A). However, to get its people
sent a magazine it should routinely send ENVELOPES pre- addressed
by the City Ofice to the Central Og. If a City Ofice finds this
arduous, it may sinply send all its invoices to the Central Og for

the Central Org's conplete address and File A File F handling.



A Cty Ofice may then (a) keep its own address unit going, or
(b) count on the Central Org doing it all for them Either one or

t he other nust be sel ected and fol | owed.

Wiere a City Ofice fails to keep its address unit cracking, the
Central Org nust dermand the address unit copy be sent to the

Central Org when the invoice is witten up
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by the City Ofice just as though the Address Unit of the Central
O g was part of the City Ofice.

A Cty Ofice may not retain the Address Invoice Copy if it is
not mai ntaining an Address Unit, even if it "plans to" but nust
send the copy to the Central Org, not save it. It can note down and
record its active "custoners” in a book and still send the invoice

copy to the Central Og.

The nanes and addresses of City Ofices nust be carried in each

i ssue of every nmgazine nmail ed by Scientol ogy O gs.

A Cty Ofice may also buy its area's brochure but in this case
shoul d add to the envel ope a sheet of its own stating it is a City
Ofice and defining Central Og, Cty Ofice, Franchise Hol der and
Field Auditor as to their relative status and seniority in
Sci entol ogy. This should be done wi thout ARC Breaking Central O gs,
Franchi se Holders or Field Auditors, but should al so enphasize the
virtues of a City Ofice as the responsible representatives for

Scientology in the area.

DESI GN FOR THE BOOM

You see the promotion pattern emerge now. First, get the org

stream ined, with tech high. Second, the Pricing Policy Letter of
Cct. 19, 1964. Now the using of names to the fullest extent.



The HCO Pol Ltr of Oct. 19, 1964, is going to force city and
nati onal book advertising into existence. This is done by building
an account up (HCO Book Account) that has only one real outlet-book
advertising. | intend to get each org's HCO Book Account into a
very swollen condition and get it spent on book advertising as the
only possible value that saves it fromthe tax man. Into this
channel, new effective books will be poured into the public's

hands.

The ensuing prosperity will cone first to Central O gs and City
Ofices and then to Franchi se Holders. Qut of this prosperity the
HCO Book Account is going to fatten up alarmngly and have to be

spent prodigi ously on advertising books.

G ven only effective training and processing in accordance to
current design and supported by our now existing technology, this
cycle can continue over and over. The HCO Book Account in each
Central Og and City Ofice will swell up by reason of processing
and training discounts and book sal es and can only be | owered

greatly by new book ads.

The book buyers will be channeled to Franchi se Hol ders as above.
These, to cope, and because org income is spectacular, will becone
City Ofices and com ng under the rule of the HCO Book Account and
now abl e to sell menbership and hi gher |evel courses, will pour new
advertising out in their areas. And new Franchi se Auditors will

cone into existence and in their turn

Well, you get the pattern

There are those who dread a boom They think if it can all be

kept small enough it can be handl ed easily.

But we don't happen to have easy handling of things as our main
purpose, so | trust such won't be too spun about by the rush. The
truth is, things are only hard to handl e when you haven't got any

volume. Right? So let it boom



| said | was kicking the door open.

That pop you just heard was the top hinge.
LRH: jw. rd
Copyright (c) 1964
by L. Ron Hubbard
ALL RI GHTS RESERVED
L. RON HUBBARD

[Inportant. See also HCO P/L 18 April 1965, page 93.]
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HCO POLI CY LETTER OF 31 OCTOBER 1964

| ssue 11

CGen Non- Rem neo
Fr anchi se BPI

CURRENT POLI Cl ES ORGS &
FRANCHI SE

HQS Cour se

Per m ssi on

As of this date, no further perm ssions to teach HQS Courses wl |

be granted to Franchise or Field Auditors.

Exi sting perm ssions for Franchise Holders to teach HQS Courses

will expire on January 1, 1966.



The reason does not lie in poor teaching. The HAS Course has been
expanded and is well designed and effective and is adequate and

| ong enough to receive a good fee.

Fromthis date forward pernission to teach H@ will be given only
to Central Orgs AND CITY OFFI CES.

Franchi se Soon To Be Required For HAS Franchi se Hol ders.

As of Jan 1, 1966 the teaching of HAS or PE Courses nmay be done
only by

As of that date the general permission to any field auditor to

teach HAS or PE Courses will be ended.

Cty Ofice And Central Og

Cour ses

Eventually Cty Ofices will be teaching HAS, HQ and PI CA
Central Ogs will be teaching HAS, HQS, HCA, HPA and HCS Cour ses.
In 1968 Central Orgs will also be given pernission to teach HAA and
HSS.

Franchi se Becoming City

Ofices

Successful Franchise Centres may becone City Ofices on
application if their record and activity as a Franchise Holder is

adequat e.

The requirenents of a City Ofice are (a) corporate regularity by
which is nmeant their incorporation nust be passed upon and in
accordance with policy, (b) adequate premi ses, (c) the presence of
a full time HCO Area Sec. (d) training of someone in org

adm nistration at their central org.



Menber shi p
Sal es

No Franchi se Hol der may sell nmenberships. International and
Li feti me Menberships nay be sold only by Gty O rices and Central
O gs.

Al Menbership noney received by a Central Og or Gty Ofice
nmust be paid into the HCO Book Account of that office and this
noney i s used for dissem nation. Salaries and general org bills may

not be paid fromthe HCO Book Account.

Franchi se Hol ders receiving requests or nmonies for nmenbership
nust forward the matter to the Central Organization, referring the
requests and sending the noney in its entirety. There is no

conm Ssi on.

This does not restrict a Franchi se Hol der from advi sing
nmenber shi ps - and i ndeed he should do so as he will receive the
benefit of it directly, menmbership nonies being invested mainly in
advertising of books and assisting his own sale of these as well as

bringing other indirect benefits.
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Menber shi p

Di scount s

Menber shi p di scounts on training and processing amount to 20% f or
a Lifetime Menber and an additional 30%for an International
Menber. These discounts are additive, making a 50% di scount in all

for training and processing.

Menber shi p di scounts on books, neters and tapes are never nore
than 20% An International Menbership gives 10% and a new Lifetime

Menber ship gives 10% nmeking the total of 20%



A d Lifeti me Menberships, bought prior to Novenber 15, 1964 give
a 20% di scount on books, neters and tapes which will be honoured.
But in this case an International Menbership discount is not also
added.

Menber shi ps Non-
Ref undabl e

No membership nonies are ever refundable even for a portion of a
year since the purchaser of one usually receives many tinmes its

val ue in discounts within a few days or nonths.

Menbership Prices

An International Menbership is necessary to keep a certificate in

force.

A Lifetine Menbership costs o5 Sterling or 375.

An | nternational Menbership costs cd0 Sterling per year or $30.

Franchi se Not Bound By Di scounts

Franchi se Hol ders do not have to give discounts because their
book buyers, pcs or HAS students have nenberships. But they may do
so if they wish to bona fide nmenbers. They do not however receive
nmenbership nonies but if any is offered, as above, they should send
it at once to the Central Org. A Franchise Hol der may persuade the
student or pc to send the nenbership fees to the Central O g and
then grant the discount as this all helps only dissemnation and a

boom after all.

A Franchi se Hol der may not grant menbership di scounts to

non- menbers.

Franchi se Processing Fees



Franchi se Hol ders nust keep to the scale of processing fees
announced by Central Orgs for each year. These are precisely
cal cul ated. However he can charge nore than this anmount if he

W shes.

I ncrease O Fees

A Central Org or City Ofice can al so charge nore for speci al
auditors or considerations and for courses of higher |evels above
HPA. In fact any demand by a pc for a special or particular auditor
or class of auditing should be cared for by an increase in fee for
that particular person or |level of service otherwise it could not

be deli vered.

R6 auditing should be double or treble any usual fee, with

di scounts all owed on the higher fee.

In Novenber of this year (1964) and Septenber of future years al
Associ ation or Organi zation Secretaries neet under the Continental

Director to set the auditing and training fees for the com ng year

O her prices (HAS, etc) are set by the Continental Director of

the zone.
Book Prices
Book, tape and neter prices are not uniform Continental Zone to
Continental Zone. U S. and U K prices are on a parity of one pound
equal s three dollars for easy conputation and to nmake up for

exchange del ays and f ees.

O her Continental Zone book prices are conputed on the cost of

books generally in the area plus handling and shi ppi ng charges.

These prices are published fromtime to time in "The Auditor".
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Central Og and City Ofice discounts are included in HCO Pol Ltr
of Cct 19, '64.

Fr anchi se Book

Di scount s

Franchi se book discount is 33 1/3 percent now whether the book is
bought from Saint Hill, Washington, D.C., a City Ofice or a
Central Og BUT this discount may not be given unless 25 or nore
books are bought at the same tinme. Ot herw se only any Menbership

di scounts to which he is entitled apply to the Franchi se Hol der

Book Handl i ng
Char ges

Al'l shipping and handling charges are contained in the price of a
single book sale fromSaint H Il or Washington on the new price
list effective Jan 1, 1965. This is absorbed by Saint H Il or
Washi ngt on.

Central Ogs, Cty Ofices and Franchise Centres may still charge

postage as is customary in mailing in the past.

Al'so, on lots of nmore than one book ordered from Saint H Il or
Washi ngt on, postage and handling are added to the price of the
order. But if froma Central Org or City Ofice the paynent is
received with the order in cash, Saint H |l and Washington will
wai ve postage and handling. They will ship at the airmail price or
the surface price as requested and in accordance with the proper
amount received. Central Og, Gty Ofice and Franchise Centres
receive all their discounts on the book prices published in "The
Auditor". They need to pay, for air shipment on quantities, only
the air mail price quoted if cash accompani es order. By cash

paynment at the surface price they may add the actual air cost but



will find it amounts to the same thing.

Central Ogs and City Ofices may have books on credit where
their paynments are not far behind already, but nust pay the postage
and handling fees in addition, as we cannot carry these on credit,
bei ng due and owi ng at once fromus by the shipping conpani es and

agents.
No Credit
Credit is not extended at Saint Hill or WAshington to Franchise
Hol ders or menbers on books, tapes or nmeters as it makes too nuch
accounti ng.

No SHSBC Di scount

No Menbership discounts are given at Saint Hll on the Saint Hill

Speci al Briefing Course as no nenbership nobney cones to Saint Hill.

Menber ship Not Part O
10%

No 10% admini strative percentage is to be sent to Saint H Il on
menber ships sold. It all goes into the HCO Book Account in the area
where the nmenbership is bought and is not part of the
organi zation's weekly gross incone. Menbership nonies go to

di ssem nati on.

Saint Hill D scounts To
Menber s

Saint Hill, however, grants the standard nenbership di scounts as

above on all books, tapes, neters and insignia, etc.

Franchi se Di scounts Limted

Franchi se Hol ders may not have nenbership di scounts in addition



to their 33 1/3%di scount on lots of 25 or nore books.

There is no discount other than nenbership to Franchi se Hol ders
on tapes, neters, insignia, etc., but the nenbership discount is
granted where their nmenberships are in force.

L. RON HUBBARD
LRH: j w. cden
Copyright (c) 1964
by L. Ron Hubbard
ALL RI GHTS RESERVED

[Important. See also HCO P/L 18 April 1965, page 93.]
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HCO POLI CY LETTER OF 3 DECEMBER 1964

CGen Non- Rem neo

PRI CI NG MEETI NGS FI NAL POLI CY

On the basis of cables and m nutes from various continents and

accepting various recommendations fully explained or inplied the

formulas and policy letters of recent weeks are confirned.

By adjusting the average weekly pay given in cables and mi nutes,

| was able to honour nobst recomrendati ons concerni ng what prices

shoul d be.

By re-working basic pronotion and using what had proven

successful in the past | therefore amended pricing policy slightly



as follows and with Mary Sue's hel p recal cul ated the sum known as
the average weekly wage to nean "Wiat sumdid we have to charge to

get staff the reported average weekly wage in an area?"

None by the way nentioned staff or pay in recommendations at the
various neetings. | just wanted to be sure that we didn't set a

price that inpoverished staffs

These reported suns were then conputed and ratified on the

fol |l owi ng basi s:

We took the average weekly wage reported as the required average
wage of a staff auditor. This was multiplied by two to allow for
one adm nistrative staff per staff auditor. This sumwas then
considered to be 45% of the required gross. Then, exam ning
recomendati ons for sone reduction, we recalculated the figures for
the various areas. They are very close to figures recommended by
the conmittees in those areas all things considered. (The US
requested a sliding training fee and this was nmet by giving HAS
of ficial acadeny day course status as well as retaining it as an

eveni ng course.)

UNI TED STATES: Average inconme figure reported $100 per week.
Figure recal cul ated to neet requests for |ower prices, $83.33
giving a potential staff average pay of $100. Full price of HQS,
HCA, HPA or a 25 hour intensive, $1,000 naeking 20% $800, 30% $700,
50% $500. This is a reduction for US prices. HAS as a Cheap Acadeny
I month course provides sliding scale. Free PE cautioned to be well

done if retained.

LONDON: Average National |Income reported od5 per week. Meeting in
London recomrended od2.10.0. Figure allowed for publication based
on od1.3.4 per week. This gives full price of HQ5 HCA HPA or a 25
hour intensive as o434, 20% od407.4. 0, 30% 093.16.0, 50% o67.0. 0.
This is a very small increase, but a larger one considering initia
outlay of menberships. It is not sufficiently great to cause many

bal ks as some of the menbership fee may be paid at HAS | evel on



students, and pcs can see advantage of discounts.

MELBOURNE: Aver age weekly incone reported for Australian mddle
cl ass workers was astonishingly high, showing inflated condition of
Australian pound and high local prices prevailing. It was o5
Australian. The comittee asked for changes in the nunber of weeks
to be used but as no one else had, this was over-ruled and instead
the weekly pay calculation figure was based on an average, |owered
a simlar anount to the weeks they wanted | essened (they wanted 2
nont hs average pay for training and 21/2 nonths for processing).
Accordingly the rough figure od8 Australian was authorized as this
gi ves about o25 Australian as the potential average staff nenber
pay. Full fee for an HQS, HCA, HPA or a 25 hour intensive o216, 20%
0d72.16.0, 30% cd51.4.0, 50% o408 all pounds Australian.

NEW ZEALAND: Running with different currency and economc
conditions, New Zeal and reported o0 New Zeal and as the average
weekly incone. Using this for staff nmenber pay, the figure cd5 New
Zeal and was aut horized. This gives a full fee for HQ@, HCA, HPA or
a 25 hour intensive as 0480.0.0, 20% c444.0.0, 30% o426.0.0, 50%
a90. 0. 0.

SQUTH AFRI CA: Meeting reheld as Continental Director just
returned to Johannesburg from Saint Hill. Data not avail able yet so
will not be reported in policy letters but only directly for loca
i ssue. These remaining policies in this policy letter are, however,
bi nding on South Africa as these hold a majority opinion anpongst

conmm ttees.

HAS COURSE

The sliding scale of courses already working well in the USis
retained not by |owering the HQS Course but by formalizing the HAS

Course as an Academy course
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The price of this course is set by the Continental Director, who
may wish to reset the price he first recomended in view of this

change of status.

The HAS Course will be one nonth long, is to teach only data and
listen style, has as its training goal a Scientol ogy vocabul ary and
know edge of Scientol ogy phil osophy and as its auditing goa

"feeling free to talk to anyone".

This course al so can be taught evenings as set by previous

policy.

This gives a gradient of paynment for courses. It al so guarantees

no m ssed words.

HAS is requisite for HQS.

HAS i s not classified.

There is no final examnm nation.

Certificate is given at course end and nay be denied only be
repeat ed tardi ness or non-attendance, neither made up by the

st udent .

You nust realize in costing for the HQS Course that it is the old
1956 HCA/ HPA Course, not a light course easily taught. Therefore to
reduce its price would be to invite a reduction of quality. The
earliest successful procurenent was a cheap data course, well
taught, followed by a tough auditing course. W have never reached
the percentage of enrollnent fromthat early data course to the

tougher course since.

PC " COURSE"

In the Gradati on Programme, we have pcs being taught. This



continues but don't confuse this pc training with any HAS Course or
any Acadeny course. Al pc training is done by the pc's auditor and

that auditor's text assignnments. No course nmakes a "pc"

The HAS Course is a data course teaching the basic fundanental s
of Scientol ogy as a vocabul ary and a phil osophy. It has no bearing

at all on pc training.

CLASSI FI CATI ON

A student is given his certificate when he conpletes any course's

nmonth's training, wthout final exam nation

However to enroll in the next course the student takes his
Classification Examnation. This is just a good, conprehensive
exam nation of the exact course he has conpleted earlier. It is in
theory, practical and auditing. It takes about 3 hours. If the
student flunks his C assification Exanmination he is enrolled in the

next course anyway. He is not however classified.

This rule, then, is nmde:

- NO AUDI TOR MAY ACCEPT PAY OR FEES FOR ADM NI STERI NG PROCESSES
FOR A LEVEL H GHER THAN THAT FOR WH CH HE HAS BEEN CLASSI FI ED.

Example: J.B. is Cass | (HQS). He takes PICA. On seeking to
enter HPA he flunks his Cassification Exam He is permtted to
take his HPA and at its end is again examned for Class 11. If he
still flunks, he can only accept fees for Cass | processing. In
the upper grades he is only a Co-auditor. W have a Pro O ass
with an HPA Certificate. He is a Grades Il and Ill Co-auditor, only

a proin dass 1

VI OLATIONS OF TH' S PCOLI CY MUST GO BEFORE A COW TTEE OF EVI DENCE

As the policy will be known to pcs (in the PC Log Book now under

compl etion, and fromthe magazi nes) we can force status over to



Classification. Thus we end nost sloppy field auditing. And where
we have C assified auditors auditing we will get proper results in
pcs in the field. Wiere there are bad field results, we will be
able to take action, for it will uniformy be violations of
Classification. W are that good at training now. Co-auditing is
knowi ngly done at risk. Pro field auditing that is bad is a direct

betrayal of us.

These policies keep auditors progressing at mninimum public risk

CO- AUDI T COURSES

You see how we have handl ed the "Co-audit Course" nentioned in

earlier policy letters.

A Co-auditor is just sonmebody who never does get classified.
Fl unks exans for C assification. Doesn't turn up for them He goes
on getting trained, course after course. But he isn't a dassified

Auditor. He's a Co-auditor. He can't audit for fee.

110

This then is your answer to "But why take a course? | don't want

to be a professional." You say, "But ny dear fellow, who's trying
to nmake you a professional ? W just know you won't succeed in using

Sci entol ogy unl ess you can audit."”

And when the AMA starts to scream "Your people aren't qualified!"
we | ook stern and say "These fast courses are for the public. CQur
professionals really have to study. More than yours with your six
hours of lecture to make an MD into a psycho-quack" So this al so

has good propaganda val ue.

| MVEDI ATE EXAM NATI ON

It will be found occasionally that an auditor is anxious for his



Classification in order to audit pcs at once on his return hone at

that |level professionally for a fee.

In such cases, our policy is that we favour the professionally
inclined auditor in all training. We will grant an inmedi ate after
course Classification Examif the auditor's class record warrants
it. If this class record does not warrant it, or if this
professionally inclined auditor fails his O assification Exam given
at Course end (rather than the begi nning of the next course on
whi ch exam failures this section does not apply to anyone) we wll
permit the professionally inclined auditor only one repeat of the
course he or she has taken, repeating the exact same course, but
only its one nonth before re-examning. We will only do this once
for one course paid for. W will not require further fee but HCO
may charge the equival ent of one week's average national pay for

having to give two exam nations, one of which failed.

This favour is not accorded auditors not interested in fee

audi ting.

If the professionally inclined auditor still fails the second
exam he is yet awarded an in Training Cassification for the leve
just above the one he is already classed for (or in the case of an
HQS, an In Training dass I). Wth this he may audit for a fee
providing he infornms his pcs of the facts of his classification. An
in Training C assification expires without further notice one year
fromdate of issue. At that time or before, he can enter the next
hi gher course, take an exam nation for the level he had In Training
Classification for and if passed nay receive it permanently as a
Classification. He may al so repeat the actions allowed to the
professionally inclined auditor in this section at the concl usion
of his next course. This is a favour not a right he has. The favour

is extended only by the Org/Assn Sec.

Al'l an org nmakes out of this is a better trained professional in
the field.



But at no time may an organi zation sell the same course twice to
any person or refuse a certificate for the course taken except on

grounds of continual tardiness or non-attendance not nmade up

HUSBAND- W FE TEAM5 ENTERI NG ACADEM ES

Husband- Wfe teans should not be forbidden. But in all cases
where husband and wife are trained to co-audit each other they nust
mail their auditor's reports routinely to the D of P for which they

will be charged a nonminal but real fee for case supervision

Prof essi onal auditors or Co-auditors who use auditing in or out
of an Acadeny to estrange husbands and wi ves are subject to a
Conmittee of Evidence at their nearest HCO on conplaint fromeither
party, husband or wife, and a penalty up to suspension of
certificate and 500 hours of HGC auditing at their own expense may

be sentenced the offender if proven guilty.

During training it is against policy to team husbands and w ves
together for practice drills or actual Acadeny Auditing even when

they will be co-auditing after |eaving class

Wher e possi bl e husbands and wi ves shoul d, however, be persuaded
to bring another couple to be trained rather than co-audit and it
shoul d be arranged that the wife audits the other wife and the
husband t he ot her husband after training. In this case it is al
right to teamthemin any pairing under training for drills and

actual class auditing.

DI SCOUNTS

Di scounts may be granted without full paynent of fee for training
or auditing. But a realistic arrangenent of paynment nust be nade

and the first deposit nust cover actual cost of the service.

The interest charged on notes should be the maxinuminterest rate

all owabl e for the zone or state or 12 percent where there is no



limt.

LEGAL ASPECTS OF SI GN UPS

No persons may be admitted to an Acadeny or HGC who have not

si gned wai vers (release forns) of the old type
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Al'l such waivers must include a statenent that the person is
there on his or her own determ nismand that the person has no
record of being committed in an institution or has a crimna

record for felony.

Persons with such commtments or records should be referred to a
field auditor near their hone and refused training or processing at

the organi zati on.

Persons suspected of purely nmedical illness should be referred to
a doctor for conpetent treatnent if such a doctor or treatnent

exi sts.

M nors must have their parents or guardi ans sign the waiver and

any note for tinme payments.

Known troubl e sources as per recent HCO Policy Letter, all of
which remains in force, should be required to straighten up their
lives before enrolling or signing up for processing or should be
forthrightly refused. They nay however be referred to a field

audi tor near their hone.

Anyone objecting to an E-Meter check should be refused entrance.

Thus by keeping the | egal aspects straight you will be able to

hel p the many and not be nmessed up by a few For a very few such

people (21 to be exact) were the sole sources of grief in the 1950



boom

To have a boom you have to keep your nose clean legally or you
can be stopped by the enturbul ence generated, both in the org and
the public. Such enturbulence is all that shortens your |ines or

overworks staff.

NEWS PCLI Cl ES

Qur news policies have not changed. Just kick reporters down

stairs. Every time it has been rel axed we have not profited at all

PLEDG NG CODES

Applications for certificate nust be nade by every student for
each course taken during the course. This should give how they want
their nane on the certificate, address, and the routing of the

student out of the org, CF routing and all that.

This application nust also carry a pledge stating that the
appl i cant subscribes to and promnises to uphold the Auditor's Code,
the Code of a Scientologist and it nust state he is informed of and

will followthe policies relating to gradation and classification

MEMBERSHI PS

Menbers enrolling nust be furnished their cards at once. However,
this is al so done by application formand on that formthe person
signing rmust pledge hinself to abide by the rules, codes and
policies of the organization and that he understands there is no
refund of nenbership and that he does not belong to or work for any
hostil e organi zation or group or any group undi sclosed to us that

is dedicated to the harm ng of Mnki nd.

Every Regi strar nust be or have near to hand in the organi zation
- such as the receptionist - a person with notary powers, or where

that is not avail able by reason of state restrictions, nust



acconpl i sh the sane purpose otherwi se, so that the nenber swears to
his menbership statenent, its pledge and denial, under oath, to the
end that anyone falsely signing may be prosecuted for perjury or

fal se swearing.

In the case of mail-in nmenberships the sane statenent nust be
sworn to on the application by the person filling it out. This is

done by the person going to a notary.

Pl NS

VWher ever possible, nmake it easy for persons to obtain and wear

Scientol ogy pins, the S and double triangle.

Such a pin as avail abl e shoul d be given new nenbers. Pins should
be purchasable for a small sumalong with books in the reception

of fice.

Policy as to who wears a Scientology pin is governed only by
their being a menber and subscribing to the nmenbership application
statement. However there is no penalty for non nmenbers wearing
general pins that do not bear notation of class for grade or state

of case.

H GHER CLASS AUDI TI NG

A DC applying for auditing higher than his grade should be

snmoothly put into the
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Pcs who are not brought up through grades have nany
session-disabilities which if not handled in the | ower grades, make
the pc a very serious problemto the HGC or the auditing section of

the Acadeny in the upper grades.



Technically it is foolish to be persuaded to let a pc junp
grades. Pcs who denand to are always the roughest pcs and sinply
have sone necessity for status rather than a wish to inprove. To
handle this, it is always perm ssible to charge nore than a going
rate for special consideration and this can be nade so high the pc
accepts the proper grade at nornmal cost. The higher rates are never
quoted in the hope they will be paid but in the certainty they

won't be.

Demands for special or certain auditors are simlarly handl ed by
increased fee. But in this case the fee can be quite real and is
quoted to conpensate for the trouble caused and it is expected it
will be accepted. Exanple: "I only want a Saint Hill graduate.”
Correct response. "Very good. There is one here. The fee is exactly
doubl e nornmal fees but discounts still apply. You will of course be
audited by himin your correct grade." Exanple: "I nust be cleared
at once and can only be audited by a Saint H Il graduate on G ade
IV materials." Correct response to a Gade | pc. "Very well. The
fee for that is five times the nornmal fee." Naturally he takes

G ade | auditing.

TAPE PLAYS

Orgs can hold all the tape plays they want but only for a fee and

not in lieu of taking courses.

Speci al courses are now forbidden as the materials are fitted to

their levels and the courses for each | evel should be routine.

However, if a higher classed auditor wi shes the right to listen
to tapes, he or she should be charged an annual fee for the
privilege of conming into an org and putting on the headphones. But
the favour should not be available below Cass IV. And it should
not cost |ess than $30 a year. Tapes may not be renoved fromthe

org or mcrophone copi ed.

Not es of tapes may not be published by individuals as it is an



i nfringement of Copyright

R6 COURSE

Perm ssion to teach an R6 course will not necessarily be given to
an org in 1968. The perm ssion depends on an org's Acadeny
excel  ence and vol ume revi ewed between now and 1968 and re-revi ewed
in 1968.

Saint Hill training will not cease as perm ssion has been granted

by the government for extensive new buil dings.

An org should therefore build its future on Gades 0 to IV and
stress clearing as the highest offered goal, with no public nmention

of Ol or even G ade V.

Keep it this lifetime and clear, all problens of training and
processi ng now being cracked for easy training and processing up to
Grade |V. Grades V and VI training and processing problens are all
cracked but they aren't easy and nobody expects themto be easy,

ever.

So new publications will slant at Grades 0 to IV

PE COURSE

Where you can't guarantee an excellent free PE it is better to
use only the new HAS sign up for fee as the student's entrance
gate. In that way they won't drift off in a fog. They stay because

they've paid and we get a chance to straighten them out.

Wth heavy book sales, you will have no trouble filling up an HAS

Course for fee with no free introduction

Free PE is allowed only where it is very high calibre and very
text book. Otherwise it is abolished and HAS Courses for inmmediate

fee only are offered. That's firm policy.



SCHOLARSHI PS

No schol arshi ps are now al | owed.

FI ELD AUDI TOR PRI CE REGULATI ON

Al'l regulation of field auditor prices is abolished. Field

audi tors may charge what ever they please for auditing.

COURSE FEES STANDARDI ZED

Any course taught in a continental zone nust conformto that

zone's course fees.
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QUTSI DE COURSES

An Acadeny may send an instructor to teach a group fornmed for the

purpose up to required course |evels.

The fee in such a case may not be less than the full Zonal fee
for the course per student. The fee nmust be paid in full in advance
to the Registrar of the org. The group al so pays for al
facilities. The org sending the instructor pays his or her expenses

whil e instructing that group

Any such "outside course" conducted by an Acadeny shall be
conducted as a day Acadeny Course, tightly schedul ed and precisely
conducted. It nmay not be instructed. as a night course or part tine

cour se.

In event of the group requiring classification exanination first,

it may be given by the instructor on arrival



In cases where "fastest available transport” fee exceeds $100
round trip, the group nust also pay the instructor's travel fare

and travel expenses. The $100 is not deductible fromthese.

To receive an instructor, the group nmust have no | ess than 10

enrol ling students.

This applies to all organizations and areas of the world.

Trips for translation and dictionary purposes may be arranged
otherw se but in that case, where the above group instruction
conditions are not net, no course of any kind may be taught.

STRESS ON TRAI NI NG

It will now be seen that an organi zation potentially will nake a

larger staff unit fromtraining than processing due to the |esser

nunber of technical staff nenbers required.

This is purposely designed. A boom depends on training, not

processi ng.
The high auditing fee is maintained to deter pcs while shunting
theminto the Acadeny. A high processing fee in the HGC t hen

permits higher training fees and keeps the org sol vent.

When our Acadenies did | ess business and orgs concentrated on

HGCs, gross incone declined.

THE BOOM

The whol e forward thrust of the boom depends upon

1. Getting books to orgs.

2. Heavily, even extravagantly, advertising books and filling the

orders.



3. Running an excell ent Acadeny.

Getting books to orgs depends on ne, on Saint H Il and upon orgs
nmaki ng sure they're ordered and paid for. If we take care to do

just those things we'll see (1) above hugely successf ul

Adverti sing books depends on intelligent adherence to the
pri ce-nmenbershi p scheme, the Registrar pushing the advantage of
menbership with every breath. The Assn/Og Sec and HCO Sec are in
the best position to see this doesn't choke off - hence their
bonuses. It will cost them noney personally not to plaster the
pl ace with book ads and drive nenbershi ps hone. They are given no
bonus on a net. Only a gross. They get paid a bonus fromthe book
account based on volune not its profit. The Departnment Heads and
Staff get their bonus indirectly by an org driving in a heavy
vol ume through ads and books and the al ertness of the Org/Assn Sec
and the HCO Sec. Continental also has a vested interest in books

flowing and is paid for it. Thus this point is cared for.

As for the Acadeny, it may not at first be visible why this has a
di ssemi nation value about 150 tinmes that of an HGC. The follow ng

are |l ong established data:

(a) Students dissenminate. Pcs don't.

(b) H gh income in orgs has always occurred when the Acadeny was
good. And when the Acadeny really did its job the inconme was
continued. HGCs can receive a good incone fromthe public, bad or
good, but the flow of inconme suddenly shuts of f when processing has
been poor for six nmonths. There is a 6 nonths |ag and then a
depressi on caused by a poor HGC. The lag is about one week on a
sour Acadeny. | never have fathoned how the public finds out so
fast about a bad Academny beyond know ng students disseninate and

pcs don't.

(c) The only thing which ever gets us into public trouble is an



HGC. If we had no HG&Cs we woul d al nbst never have a ripple of

di scontent fromthe powers that be.
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Why? Because an HGC brings us the failed cases of the AVA- BMA
psychoquacks. Thus we gather the lunatic fringe around orgs. One
can never really discover the bad cases until they're processed and
then it's too late. The characteristic of a lunatic is
one-way- hel p- inflow They don't want to hel p anyone. They only
want to be hel ped. The nmonment you insist they help others they

either (a) vanish or (b) do so and get well fast.

The dear | aughable ol d buffoons, the psychiatrists, shut the door

on their own boomw th insisting on 12 years of training (in neat
carving) to make a psychiatrist". They nade patients into patients
forever and "trained" their students forever. W were well on the

way to doing that in April this year when | took the hel magain.
You nust | et people help or you conderm themutterly.
(d) The original plan, 1950, was to train people on short
courses, let themgo out and get sone experience and then let them
come back and be trained. By 1959 only | was doing this, with ACCs.

We had too few courses

We now have a renedy for this with lots of 1 nonth courses and

exam nation after experience

REG STRARS MJUST PUSH COURSES

The fairest, cheapest way to get auditing is to get trained and

then co-audit.

An HGC doing its job well is really a public service unit, no

nmore. | will not run down HGCs. We do a great job. But the nmonent



when we can train "outside" auditors to do that great job, we're no
| onger interested in an HGC as such but only in its incone. It's

noney we don't need and it's very expensive noney.

Stress nust be on Get Trained! That's the pat answer to any

questions about the cost of auditing or howto get audited.

HGC auditors and Ds of P. bless them have alone held high

auditing standards all these years. That was why they were there.

But wouldn't it be nicer to have those staff auditors running the
org's co-audits and cl asses? Training groups in far places?

Handl i ng t he Correspondence Courses?

W'l still have HGCs. But we nust not count on them for incone
for nore than another two years. (The tinme it will take to get

really rolling on the boom)

I nstead, enroll pcs in the Acadeny whenever possible by:

1. Sell themauditing and al so an HAS Course ("It will nake you
progress so nuch faster, M. Jones"). Short of that, sell the
auditing and al so a basic book and demand the pc do a chapter each

eveni ng during his intensive.

Put a ceiling (stated to the pc) on how much auditing you sel
them before they take an HAS and insist on an HAS before you exceed
that limt of nunber of weeks set, even when you accept them back

in the HGC afterwards.

3. Use the HGC to feed the Acadeny and not the Acadeny to feed
t he HGC.

4. Count on Acadeny incone only.

5. Use the HGC to square up field ARC Breaks to pronote. To set

an exanple. To pick up dropped balls. Not to make incone.



Sel | Training hard.

ASSN ORG SEC MUST PUSH
ACADEMY

The state of the Acadeny should be the first thought every
norni ng of the Assn/Org Sec. Not the despatch pile. How is that
Acadeny doi ng? Better ook in. Ah! Floor dirty. One minute past
schedul e and the sessions not running! Rave! An instructor

expl ai ni ng confusedly off-text. New janitor!

Make an Acadeny Taut Ship. Every halyard hummng in the wind. And
suddenly it will be full. Suddenly things get solvent. Suddenly the
i ncome soars. W start to go!

No matter how many students there are, nake it a trenendous
Acadeny. If there are 2 or 2,000, nake it a streamined piece of

glittering efficiency.

Short of instructors? Coolly take the best auditors in the HGC.
That makes the HGC short of auditors. So what? Enroll the pcs.

Teach Scientology in a Central Org or City Ofice. Don't try to
process the world to enlightennent. Make it process itself in that

direction. OGtherw se you' Il never make it at all.

The Assn/ Org Sec nust pronote Acadeny hard and see, of course, we

have a good HGC because it's a nodel, you know.

I nconme. ? Thi nk Acadeny.
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PROMOT| ON



Many people "want to know about Scientol ogy but don't want to be

an auditor you know. '

You'll have to break that attitude. Honestly how can a person use
Sci entol ogy who can't audit? How can an executive use it in his
business if he hasn't been trained? Well, he can't. That's the
reality you must put across.

Don't say "If you want a happy hone, get audited." For that nay
or may not be true. There may be so much nmessy environnment and so
l[ittle auditing tine that there's no win. Say instead the bald
truth as you and I knowit, "If you want a better environnent,

becone an auditor!"”

Thank the HGC for what they do. Dermand the Acadeny performonly

m racl es.

THE PROGRESS OF THE BOOM

A. Person sees an ad, buys a book

B. Gets interested, wites in.

C. Gets told he should be trained to HAS to get the full benefit
of it.

D. Person says "That's cheap. | wll."

E. Person really gets trained, no words m sunderstood, really

gets it, in a sparkling Acadeny.

F. Person nakes a big case gain in finding he can talk to anyone

freely.

G Decides at hone wants his wife audited and wites in.

H Is told to bring his wife to the HAS while he takes the HQS



Course. Etc.

THE PCS

Now what about the pcs who want to be pcs?

Don't be hoggish. Let the field auditor live.

Pcs who are only pcs can be salvaged too. But, being pcs they

don't wite in when they read a book

So send peopl e who haven't corresponded as nane lists to field

audi tors who are franchi se hol ders.

Field auditors nake people trainable, people cone in for courses

eventually. Field auditors get fat. Everybody happy.

THE FI ELD AUDI TOR

You are only a rival of the field auditor if you are hungry for

pc i ncone.

The field auditor actually has sent orgs the bulk of the org

busi ness in the past.

So don't count on HGC income. Count on the nmuch greater Acadeny

i nconme and earn and guarantee its continuance with fine training.

Encourage the field auditor to succeed. Make himtake out a

Fr anchi se.

Use successful franchise holders as success stories. Use them as

procurenent agencies for nore auditors.

Let them have their groups and pcs.

Keep themas friends. Sell themthe next course they shoul d take.



Make mllions of field auditors.

SUMVARY

These then are the designs and policies which have shaped up. Al

earlier policies in this "boom series" stand.

It may seem odd to base staff menber incone on HGC pcs and then

tell you you nust not count on the HGC

But this boomis just beginning. Your econony depends in a |large
measure on your HGC. It will have to go on pulling its load for a
while. And you'll always have nme! And there is another factor.
don't intend for a staff nenber to draw only an average nationa
wage. And the ratio of 1 Admn staff to 1 staff auditor is quite
low. As you get to swinging along it may becone one technical staff
nenber to nore than 1 Admi n personnel even when you have a huge
Acadeny. For dissem nation takes a | ot of Admin. As you expand,
you'll get tech thin. So Tech personnel have to be freed up by

assi stance from Admin as you expand.

So it's nore that | want to be sure you still charge enough to be

able to eat than that | expect you to go on with only HGC i ncone.

That's the design.

If it needs inprovenent, we'll inprove it. Right nowlet's nake

it work.

|"ve got to go off and get the books witten. You get your end of

it done too. Okay?

LRH: jw rd

Copyright (c) 1964
by L. Ron Hubbard
ALL RI GATS RESERVED



L. RON HUBBARD

[Important. See also HCO P/L 18 April 1965, page 93.]

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 23 DECEMBER 1964

CGen. Non- Rem neo
Fr anchi se
BPI

FI ELD AND PUBLI C PROGRAMM NG

Since April 1964 we 'nave been busy with organizationa
reorgani zation, public and field progranming all arned at the
realization of a boom Al levels and technol ogy from Hubbard
Apprentice Scientol ogi st Level 0 to Hubbard Senior Scientol ogi st

Level VI are conplete and being taught.

W have our boom al ready under way. Six Scientol ogy organizations
across the world have done nore business in Decenber than in any
previous nmonth this year. At Saint Hill, as a result of planning
and new programed mail volune rises daily and is entering boom

proportions.

In the midst of all this change, we have had to grope our way and

things are now bei ng snoot hed out.

This is the design of the boom

BOCKS

We are about to broadly advertise books as never before and use

al |l book and menbership incone to push book ads.



| am publishing several new books with public appeal

Franchi se Hol ders nmay al so sell books.

BOOK PRI CES

Pricing has done a bit of a wobble and is being corrected.

Publ i shing costs have risen enornmously in the past few years but

we are countering this.

Books being offered to the public in ads will be at cheap prices.
More advanced books will be nore in keeping with what the books

cost to publish.

DI SCOUNTS

Peopl e are expected to becone both Life Menbers and internationa
Menbers.

The cost is cd0 sterling per year for International Menbership or
$30. This gives a 10% di scount on books, a 30% di scount on training
and processing. An International Menbership is nenbership in the

mai n | nternational organization.

A Lifetime Menbership costs o25 sterling or $75. This gives a 10%
di scount on books (added to the International 10% making 20%if one
hol ds bot h nmenberships). It gives a 20% di scount on training and
processing. This adds to the International 30% naking it possible,
by hol ding both types of nenbership, to obtain a 50% di scount on

training and processing.

The old Life Menmbership (bought prior to Nov. 15, 1964) stil
gi ves 20% on books and 20% on training and processi ng. But on books
only, this does not also add an international discount. 20%is the

maxi mum book di scount obt ai nabl e for
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i ndi vi dual Scientol ogists. Lifetine Menbership neans nenbership in

that Continental Zone O gani zations.

Anyone can be an International Menber and a Lifetine Menber

providing only that they are on our side.

Al'l Menbership nonies go into supporting the advertising and sal e

of books, so it's in a good cause.

TRAI' NI NG AND PROCESSI NG FEES

Each Continental Area has now fixed its training and processing

fees for its own

The increase, discounts considered, is very slight nost places.
And on training and processing fees 50% di scount is obtainable by
bei ng both types of Menber. So everyone gets a break as the
menbership costs | ess than what one saves with his first intensive
or Level | Acadeny Course, and the discount is still valid
afterwards. Only the International Menbership has to be renewed
yearly and this is far |l ess than what one saves in books or

Congresses or training or processing.

So there is a great deal of incentive to own both nenberships.
And the nenbershi p noney goes to nmake a boom by advertising books
and t herefore expandi ng Sci ent ol ogy.

FI ELD AUDI TOR FEES

Fiel d Auditors can now charge whatever they please for

processi ng. Processing fees are no longer regulated for them

This applies also to Franchi se Hol ders.



Sone field auditors have not understood this. They can charge now

as nmuch or as little as they please. Many charge nore than orgs

However a field auditor or Franchise Hol der nust now be
Classified for any level he receives a fee for. If he or she is
only classified for Level Il and yet seeks to collect noney for
doi ng Level 11l processes, he or she will be subject to a Cormittee
of Evidence. This is public protection as the field auditor should
not use processes he or she is not trained to use. Processing is

very workabl e today. Wiy spoil it by poor application?

And a field auditor seeking to run Level VI while classified only
for Level IV on a pc who isn't up to Grade | on his own case is
going to injure sonebody. So this is frowned upon. Today's

processes are very powerful.

Only the worst cases insist on upgrading their processes anyway -
by which is neant denanding to be processed over their heads. They

are a bit suicidal, it seens.

COURSES

Al'l courses are now exactly one nonth | ong. These include HAS

cour ses.

At the end of the course one gets his certificate w thout

exam nati on

But before taking the next Level Course, students nust be
exam ned for classification. Even if they fail the classification
exam they can go on and take their next course. But they can only
process people as high as their own actual classification, duly

awar ded by a Hubbard Conmuni cati ons O fice exam ner

PC CGRADES

Pcs can be run on any process the auditor is classified to run



Al'l processes now belong in one |evel or another. Pcs are not

l[imted nor do they have to be trained before being processed.
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For their own good, pcs shoul d-

1. Make sure their auditor is classified in the Level being

audi ted, and

2. Move up through the pc grades O, I, IIl, Ill, IVand VI in an

orderly fashion so they don't get in over their heads.

PE COURSES

PE Courses will still be taught by field auditors and franchise

hol ders. They nmamy cease to be taught in sone orgs.

HAS COURSES

Hubbard Apprentice Scientol ogi st Courses are now Acadeny type
courses, less costly than others, but equally precise, and are 160

class hours in | ength whet her taught daytime, evening or week-end.

Sone very fine new processes and a full curricul um now exist for

this Level 0 Course.

HQS COURSE

Until Jan. 1, 1966 sonme Franchi se Hol ders can teach Hubbard
Qualified Scientol ogist Courses. Mainly it is taught to certificate
in Gty Ofice and Central Org Academ es.

To give sone idea of where we have gone technically, present HAS
(Level 0) and HQS (Level 1) Course data fornmerly was taught as HPA
in the Cormonwealth and HCA in the U S. W have gone very high



above these | evels and so have to have new courses to teach the

mat eri al .

Further, we can't keep hol ding people in an Acadeny for a year at
a crack and at the sane tinme we can guarantee an auditor's skill by

requiring he be classified in order to charge a fee.

So the new HAS and HQS courses enbrace everything Academn es used
to teach. And above that, level by level, the new materials are
laid out. Each level has a definite, finite, end product,
attainable by an auditor if trained and by a pc if run up through

the | evel s one by one.

SUMVARY

We are grooving in the policies devel oped for the boom Be

patient with the rough spots, old tiner.

Part of our programing is to coax field auditors over to
Franchi se Hol ders, and Franchi se Hol ders, by helping themwth
mailing lists for their areas, are going to be coaxed up to City
Ofice status. And some City Ofices are going to becone Centra

Organi zations in their own right.

Wth teamwork, hard work and patience we will clinb the hil

rat her easily.

In April | started to work on orgs. Through the sumrer and aut umm
| al so devel oped the |ower |evels to good effectiveness. Here in
Decenber | have just begun to receive org reports on the telex
whi ch speak of greatly increased volune as a direct result of all

our hard work.

Shortly we will really begin to enter the boom W are just on

its fringes now.

Whenever |ines becone nore active their weak spots show up. It's



our job right nowto locate and fix those up. This boomw Il be an

orderly one. The objective is extrenely worth while for all of us.

And | nyself ampretty cheered up. In April '"64 | plan a boom In
Decenber it starts to happen. There are no rough spots in it that

can't be fixed up. So let's get the show on the road.

LRH: jw rd

Copyright (c) 1964
by L. Ron Hubbard
ALL RI GATS RESERVED

L. RON HUBBARD

[Important. See also HCO P/L 18 April 1965, page 93.]
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi |l Manor, East Ginstead, Sussex

HCO POLI CY LETTER OF 15 MARCH 1965

| ssue |1

Rem meo

ONLY ACCOUNTS TALKS
MONEY

Sci ent ol ogy organi zati ons are service organi zati ons. Now, it goes
wi t hout saying, that service costs noney. So please don't equate
service with the idea that it is all give away. People expect to
pay for good service, and they do pay for good service, unless you
barrier the line, or by sone foolish handling, convince them

ot herw se.



It is the job of the Registrar, whether it is Letter Registrar or
Body Registrar, to find people to communicate to, to conmunicate
wi th people, to PROMOTE whet her by mail, phone, or in persona
interview, SERVICE, and to help people arrive at and attain
whi chever Scientol ogy service best suits their needs and goals. So
the Registrar does take responsibility for them listens to their
probl ems and aspirations, becones friend and advisor to them AND
CHANNELS THEM TO THE PROPER SERVI CE AND CHECKS TO SEE | F THEY GOT
THAT SERVI CE, ROUTES THEM BACK TO THE DEPARTMENT FOR COWMPLETION I F
THEY DIDN T AND BRI DGES TO FURTHER FUTURE SERVICE, |F THEY DI D. Now
a Registrar knowi ng about the road to Truth, hence knowi ng an
infinity nmore about the person usually, than he or she knows
hi nsel f or herself, nmust take responsibility for this and channe
them and keep themon the road until the person cognites and
reaches for the rest of the road hinself Even then, the Registrar
nmust work to keep themon the road, and keep themfromfalling into
pithol es, side paths, etc. that the confusions and randonities and

distractions of life present

But none of this has anything to do with noney, except that such
services are expected to be paid for. Mey is an Accounting
function. Wen noney is a concern of the Registrar, and "how is he
going to pay for this", and "we have got to keep our units up"
"gads, | have got to wite up a note formnow', "that's going to
cost himtoo rmuch" (the guy has wal ked in and wants 75 hours of
processing and 3 courses before going to Saint Hill)-when the
Regi strar's concern is all about noney, noney, MONEY MONEY MONEY.
she gets all inverted into what are we going to get out of it,

i nstead of what the person is going to get out of it. In all his
years of auditing which exceed anything any of the rest of us have
even dreaned about, Ron has never tal ked to the guy who wanted sone
audi ti ng or whatever about noney. Yes, it was understood it was
going to cost sonething and what it would cost, but that was the
end of it. Ron's concern was for the guy and getting himbetter

and he was not even renotely worried about the nmoney, and the nobney
rolled in because he got the guy better. Ch yes, sonetinmes he was

paid in eggs or cheese, but the guy was wanting to pay because he



got service. He never had a probl em about noney, and he never

tal ked about noney. Registrar's concern on noney barriers the line
for soneone conmng in, and that's an overt any Scientol ogi st
recogni zes - to barrier the line of someone coming into

Scientol ogy. Here is an exanple. A person who has been out of
contact with Scientology for about 9 years wites in and says to
the effect of "Are you there? | need auditing. Send ne details,

i ncludi ng costs" and was witten back (by the FCDC Regi strar

wi nter 1965), "Regarding processing. The original cost is $1000,
for 25 hours of auditing. (25 hours constitutes what we call an

i ntensive.) W do have two menberships and there is a good di scount
on each of these. The first is the International nenbership (+, 30)
on which the discount is 30% making therefore auditing 5700; the
second menbership is the Lifetime nmenbership ($75) making a

di scount of 20% which woul d nean auditing would be $800. If
perchance you have both nenberships, the di scount would then be
$500. (50% ) You can have nore than one intensive should you so
desire, in fact, | believe you can have up to 250 hours at any one
time." 111l The person witing in said "l need auditing". They
were saying, "HELP!'" and the answer was anal ogous to throw ng a
bunch of confetti in their face, just when they needed a stable

dat um

The answer was a confusion and that confusion is a barrier. The
answer to HELP! is help, not confusions. And if the Registrar's
concern is on noney instead of help then her comunications are
goi ng to communi cate a confusion, and barrier the line. It anmounts
to an alter-is, so REG STRARS ARE FORBI DDEN TO TALK, WRI TE OR THI NK
ANYTHI NG ABOUT MONEY
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Wel |, how about noney, then? How does this get handl ed?

Sinple. MONEY |'S AN ACCOUNTI NG FUNCTION. It IS the proper concern

of Accounts.



Accounts, in the past, has had difficulty collecting in sone
cases where credit was extended. Registrars in the past had been on
the noney line, and were busy issuing credit, and the line to
Accounts was poor or non-existent for checking to see if the person
was a good credit risk or not. Wll, that is a thing of the past,
with noney totally in Accounts where it belongs, and the foll ow ng

into operation:

1. Three fliers (printed handouts) are to be made, as foll ows:

A. International Menbership Flier

HASI | NTERNATI ONAL ANNUAL MEMBERSHI P
The Cash Di scount Menbership

The HASI International Menbership is open to anyone, of whatever
race, colour or creed, who is not hostile to Scientology. It is an
annual menbership, and the yearly fee is $25.00 / od40.0.0 (apply to

your currency). It nust be renewed yearly.

The HASI International Annual Menber enjoys a 50% di scount off
the public price, when training and processing is paid for in ful
at the tinme it is taken. The HASI International Menber enjoys the
privil ege of buying the books, tapes and neters and insignia of
Sci entol ogy which are offered to nenbers only, at 50% di scount of
the local price when paid for in full with the order. The
I nternational Menbership is the ANNUAL 50% CASH DI SCOUNT
MEMBERSHI P. Its hol der gets a 50% di scount on everything and as

nmany as he wants of anything.

The person applying for nenbership signs a pledge to abide by the
rul es, codes and disciplines of the organization and that he
understands there is no refund of nmenmbership and that he does not
belong to or work for any hostile organi zation or group or any
group undi sclosed to us that is dedicated to the harm ng of

Manki nd. The pl edge signhing nust be notarized. The Internationa



Menber is a menber of the brotherhood of Scientologists which span
this planet. He or she receives a nunbered nenbership card and

Scientology pin (only issued once).

Those who al ready have an International Annual Menbership in
force may have a 50% di scount until its expiry date if they have
signed their pledge. The card is annual, and a new card is issued
with renewal. HASI |nternational Annual Menbership brings al
i ssues of (put your continental Magazi ne nane) and the Professiona
Auditor's Bulletins, which is the ol dest continuous Scientol ogy
publication, and is direct fromL. Ron Hubbard to the professiona
field in Scientology. A HASI International Annual Menbership is
necessary to keep a classification in force. Menbership may be
applied for fromthe foll ow ng Hubbard Conmuni cati ons O fices (put
of fices and addresses of all the HCOs of City Ofices and Centra

Orgs com ng under one Continental Ofice).

B. HASI Lifetinme Menbership Flier.

HASI LI FETI ME MEMBERSHI P
The Scientol ogy Credit Menber

This is the Scientol ogy wi de open credit card, entitling the
owner in good standing to one of anything in Scientology at a 25%
di scount fromthe regular price. One of any book published, one
course, one grade of processing intensives, one neter, one tie, one
anything. Wen the first one is paid for he can have another. There
are no down paynents, only routine billing. It is a full w de open

credit card, valid all over the world.

The HASI Lifetinme Menbership is open to anyone, of whatever race
col our or creed, who is not hostile to Scientol ogy, and who is not
in default on any credit extended to himor her by any Scientol ogy
organization. It is a lifetime nenbership and the fee is $75.00
(put your currency). The HASI Lifetine Menber enjoys the privil ege
of being extended credit by Scientol ogy organizations. Flagrant

default in paynents on credit extended, and as agreed to, results



in loss of menbership without refund. Fulfilling of paynents wthin

12 months or before, when credit has been
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extended results in a gold star credit rating for that year. Credit
may be extended only on one course, one intensive through one pc
grade, 1 of each book, paynent for which nust be fully discharged
before further credit may be extended on that type of item And the
further credit, again, may be on only one thing of that type. The
credit may be up to 100%credit extended, and the 'one thing' it
may be extended for include one course, one intensive through one
pc grade, one of each book, one nmeter, one tape, one insignia - in
ot her words, one of a kind only. Menberships may never be purchased

on credit.

The HASI Lifetime Menber, when using his credit privilege, enjoys
a 25% di scount off the regular price on courses, intensives, books,
tapes, neters, insignia, etc. (If the person is going to pay in
full, it is conceived that he would take out a HASI Internationa

Menber shi p and enj oy the 50% di scount.)

Loss of nenbership through default in paynent may be regai ned by
paynment in full of the amount owed, plus a penalty fee of 25% of
the amount owed in full at the time of default, plus the purchase
price of the HASI Lifetinme Menbership fee- . Until the above is
done, the person nmay not have a HASI Lifetine Menbership. This
however does not affect their international Annual Menbership if
hel d.

The person applying for HASI Lifetine Menbership signs a pl edge
to abide by the rules, codes and disciplines of the organization
and that he understands there is no refund of nenbership, and that
he will fulfil the obligations within one year or before on any
credit extended to him and that he understands that failure to do

so will inmediately result in his |loss of nmenmbership, and that in



order to regain his menbership he rmust pay in full the anount owed,
plus a penalty of 25% of the anount owed (in full) at the tinme of
the default, and that he then may purchase a new nenbership. He
nust declare that he does not belong to or work for any hostile
organi zation or group or any group undisclosed to us that is

dedi cated to the harm ng of Manki nd.

The HASI Lifetime Menber is issued a nunbered nmenbership card
with years blocked in on the reverse side for inpressing of the

gold star credit rating when achi eved.
Extant HASI Lifetine Menbers are granted the above credit if they
sign the new decl aration for nmenbership and are not indebted to a

Sci entol ogy organi zation. O herwise they still get only a 20%

di scount.

HASI Lifetime Menbership may be applied for at the foll ow ng

Hubbard Communi cations O fice (list offices and addresses)

Services Ofered

Acadeny Cour ses

HAS Level 0
HQS Level 1
HCA Level 2

HPA Level 3 etc.

Sci ent ol ogy
Processing 12 1/2 hr
intensive (1/2 week or

week- end)

25 hour intensive (1 week)
(Leading to Preclear Grades

o, I, 1, Ill, IV- nore than one
i ntensive may be required per

G ade) .



The third flier is a rate card.

SCI ENTOLOGY SERVI CES RATE CARD

Full Public Price
(give in your
currency for

each item

Li feti me Menber
Price (Credit)
25% Di scount
(Reduce each

itemby 25%

(Full Public Price is your local full price per January price

rai ses.)
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| nt ernati onal
Member
(cash) price

50% Di scount

On the back of each Rate card give a full book Iist of books you

have at your |ocal prices.

SCI ENTOLOGY MATERI ALS
Al sent Postpaid fromyour Local HCO

Books you actually have Full Public Lifetine Menber
I nt ernati onal
Advertised Price(Credit price Annual
25% of f) Menber (cash)
(50% of f)



Titl es of Books
Tapes
Meters

Mat eri al s, badges, etc

(but not pins which are now free) _

So now, you have these two fliers and this rate card. Now, the
Regi strar, in response to queries on prices, and otherwise in
correspondence, talking, phoning, etc. supplies only these three

thi ngs. Does not otherw se discuss noney in any way, shape or form

Now what happens when a person conmes in, wanting to sign up? He
or she doesn't "sign up" at all. The person is routed by Reception

to Accounts for an Accounts O ear ance.

In Accounts, the cashier is at post preferably in a wicket. This
is exactly like a theater ticket front, conplete with the gl asses
wi ndow with the hole (small and awkward) in it to talk through and
the hole at the bottomto slide noney through. Any accounts office
door, if up front in the org, can be fixed with a half door to | ook
like this. It would not at all be out of place for the cashier to
wear a green eyeshade, and have a very detached attitude about
anyt hi ng except noney or noney matters. Very businesslike. The
person coming inis routed to this cashier. Posted on the outside
of the wicket or imediately in the area on display signs, is
exactly the sane data contained in the above fliers and rate card.
If the cashier is asked for data, he points to the proper sign. The

cashier's actions otherw se are:

1. He checks the nmenbership. If none, he collects the noney (if
the person is seeking the HASI Lifetine nenbership, the cashier
must check his defaulted list to make sure the person is not on it.
[This tells you imediately that the defaulted Iist nust be kept up
to date daily, and defaulted lists circul ated between orgs on a

fast coomline, for imredi ate posting. No showis nade to keep a



defaulted list confidential. It nust be posted in Accounts.]).
After collecting the noney for the nmenbership, he invoices it,

mar ks the nenbership nunber in the invoice, issues the white copy
as an Accounts C earance slip for whatever kind of nmenbership it
is, and the person is routed to HCO to sign his nmenbership pl edge
and receive his card which is issued on the spot by HCOin a | og
book. It is Accounts that keeps and assigns the nunbers of nenbers.
These are coded LM + (area code |letter such as Me for Mel bourne) +
15 (Scientol ogy year) + nunber in sequence for the area
international is IM+ (area code letters) + Scientol ogy year +
nunber in sequence. HCO gets a copy of the invoice which bears the

person's name, address and number

2. If the person already had a nmenbership, or now having one per
above (renenber, if the person had a Lifetinme nenbership and is
seeking credit, the cashier nmust also check the defaulted list),

the cashier does the foll ow ng:

1. If the service or naterial is being paid for in full he
coll ects the noney and invoices, and issues an Accounts C earance
slip for whatever the service is, and the person is then routed
directly by Reception to the service section (Division 2), directly
into testing to the Dof 1' or Dof P and thence into class, or
processing. In the event the person is not acceptable for
processing by the D of P. who so nmarks the Accounts C earance slip,
the person is routed back to Accounts who i medi ately returns the
noney and voids the invoice upon having the slip turned in to him
or destroys the paynent pledge. The routing slip for processing
nmust say (nanme of person) CLEARED BY ACCOUNTS FOR PROCESSI NG (in
what ever amount) THI S SLI P DOES NOT CONSTI TUTE AN ACCEPTANCE BY THE
HGC FOR PROCESSI NG, BUT IS AN ACCOUNTS CLEARANCE ONLY
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2. If the person is seeking credit, which he may have

unquesti oned, providing he has a HASI Lifetime Menbership, and is



not on a defaulted list, but may have it for one itemonly (AND NO
FURTHER CREDI T MAY BE EXTENDED ON THAT TYPE OF | TEM UNTIL THI S

| TEM COURSE, PC GRADE, ANOTHER COPY OF SAME BOCK, IS PAID FOR IN
FULL, ON SCHEDULE), then the Cashier invoices the Course,

I ntensi ve, book(s), or whatever, i.e.

John Jones

addr ess

I HCA Course S 1,000

L. T. discount 250

Charged to Account (c) 750 L. T. Menbership No. LMDC 15459 John

Jones (signed)

THE CASH ER MUST HAVE THE PERSON SI GN THE | NVO CE (w th carbons)
so that the signature goes through on all copies. The white copy is

given to the person. And he is issued an Accounts C earance slip.

The Accounts C earance slip which says -

John Jones
has been cl eared by Accounts for 1 HCA Course.
April 25, 1965

Signature in full of Cashier.

Renmenber the slip for Processing nmust say, THI'S SLI P DOES NOT
CONSTI TUTE AN ACCEPTANCE FOR PROCESSI NG BUT |'S AN ACCOUNTS
CLEARANCE ONLY. A rubber stanp for this may be nmade and used.

The custoner is led to | ook on these as nonthly bills, not tine

paynment or hire purchase.

There are NO notes. NO contracts. There is NOinterest. This is

simply a credit sale. This is maxi mum protection for us.



The statenents are arranged for (1) (Acadeny bill), (2)
(Processing bill) and (3) Books and materials. If the (1) Account
is unpaid, no nore credit courses until it is. If (2) account is
unpaid, no nore credit processing until it is, if (3) is large and
unpai d no nore books, tapes, etc. If nothing is paid in a year on

any one of the three, no nore nenbership.

Accounts, in billing for anbunts owed, just issues a routine
nonthly statenent. |If a paynment has been made on the account, then
that, of course, is posted, and the next nonthly statenment reflects

only the amount now due.

3. Scientology materials. Any person off the street, public, etc.
who cones in wanting information on Scientology, etc. is only told
by reception to get a book. In the reception office are placed
books for sale. One section contains books for the public, marked
BASI C SCI ENTOLOGY BOCKS, and posters around saying, THE WAY | NTO
SCI ENTOLOGY | S TO START AT THE BEG NNI NG, and DON T ASK SOVEONE TO
EXPLAI N SCI ENTOLOGY TO YOU, GET YOUR OMN REALITY - READ A BOX
THEN TAKE A COURSE, and THE DATA I N SCI ENTOLOGY SPANS THE TOTALI TY
OF EXI STENCE, WH CH MAY SEEM TO BE AN ENTI CIl NG MYSTERY TO YOQU, BUT
| F YOU WANT TO UNDERSTAND THE TOTALI TY OF EXI STENCE, THE MYSTERY
WLL ONLY UNRAVEL BY | NCREASI NG YOUR REALITY, OTHERW SE THE MYSTERY
DEEPENS. BEG N HERE with an arrow pointing to the Basic books

The ot her books and materials of Scientology are in a divided
section marked FOR HASI MEMBERS ONLY.

When the person has sel ected the book or books he or she wants,
the cashier collects the noney and reception delivers the book or
books. If the person is a HASI nenber he gets 50% di scount on the
books mthe Basic section, or the International Menbership price if

payi ng cash for materials for nmenbers only (nust have
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I nt ernati onal Menbership), or if seeking credit, nust have the
HASI Lifetime nenbership with the sane checks on default as in
Services applying, and the rule of one of each itemapplying. If
the person is new and wi shes a nenbership to get the 50% di scount
or to buy books fromthe Menbership section, he or she is handl ed
exactly as in (1) above. He or she is not then prevented from
buyi ng hi gher |evel books, but the signs still warn the person to

start at the beginning.

Reception | ooks after books and their cases. Reception is to have
nothing to do with money as she is a Division 1 personnel and is

not Division 3.

If a person cones into the org not knowi ng what he wants, but
presents only his or her problem and wants help, he or she is
routed to HCO to the Regi strar who channels them according to their
needs, but who does not tal k noney. The Registrar may (and rust if
pressed by the incoming person for information about costs) say
"Only Accounts can talk to you about noney. | amhere to help you

find what you need in the way of service." And when the person is
routed by Reception to Accounts, it is all on the signs which the
cashier nmerely shows them or hands themthe two fliers and rate

card. The Registrar is forbidden to hand themto body callers.

Accounts is adnoni shed not to mention credit. Al so Accounts has
no interest in credit rating before it is defaulted. Let the person
ask about it. It was found many years ago that nost peopl e wal ked
into the org with the noney for the service on them I|f the
Regi strar (in those days she was handling the noney) asked, "WII
this be cash or credit?", the person, with this invitation
inevitably said, "Ch, can | get sonme credit? Well, let's see, I'd
like to pay so and so, and get the rest on credit." And they would
wal k out of the Registrar's office with the rest of the noney stil
in their pocket The Registrar's question should have been "Are you
paying this by cash or check?", and if there is a question of
credit, let thembring it up, as an origination. But today the

Regi strar nustn't talk noney at all



Thi nk of the nobst exclusive restaurant that you know of. Get the
idea of going in there and ordering a neal w thout any noney or
credit card. You cringe? Well, create that sane kind of atnosphere
and attitude for the org. Al service today is "travel now pay
later". This nust pay because everyone selling service that way is
rich and powerful. The public does pay its bills. Your prices are
now rigged to absorb the 33 1/3% 1| o0ss we have due to bad credit.
The prices are 33 1/3% hi gher than cash. No interest or notes or
trouble. Train now, pay later, get Gade 0 now (2 or 3 intensives)
and pay later. If they don't pay, then worry. Don't worry everyone
because 1/3 are dead beats. Create the attitude that a person's
credit card is extrenely valuable, and nmust be kept in good
standing at all costs. It is practically a noral code in the
society today. Use it. But it will not prevail with sloppy handling
of accounts, breaking the rule for a friend, just letting this one
go by. It will be strict and unbreakable 8-C on the line -
heart!| ess, maybe, but not any nore heartless than a | ow, bel ow
living, unit check...not any nore heartless than the guy who
doesn't get into Scientol ogy next year because there weren't enough
funds to di sseninate because the guy |ast year didn't pay for what
he got. Well, what about the guy who got poor service - no gains,
ARC breaks instead of training? Well, Accounts has a control |ine
on that too. It is Accounts who issues the free week of processing,
or who can send a student back for free retraining (not a next
course up, retraining on the course that was flubbed on). And it's
the whole org who is to scream when people start defaulting. Too
many defaulters tells you there's bad tech going on, so it is an
i ndicator, and you'd better start scream ng, because people won't
pay if there's no delivery. They'll say "To heck with it", the sanme
way you would if you had a Diner's Credit Card, and every
restaurant you used it in served you soup with flies in it, you
found finger nail clippings in the mashed potatoes, and the steak
was green on the under-side. You'd tear up your credit card, walk
out wi thout paying, and probably go see your |awer. You have the
total tools for delivery today. So deliver. Count on good delivery

to collect the credit issued. Not on | awers or conplicated



regi stration

Reception ONLY ROUTES. She does not answer questions except wth
"Ch, where you want to go is to Accounts", or "You need to get a
book", and she routes. Accounts is to be |ocated adjacent to
Reception, and people are to be routed and handled with a friendly
dignity. The public tries to wander all over - it is unaware,
generally, of your hats and lines. They will try to put anybody's
hat on the nearest guy they can get hold of. If it isn't your job,
and hasn't cone to you on the proper routing line, then you only
route. Ariver will overflowif the barriers (banks) at the side

are
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not there, or so weak that they can't hold up. If it has strong firm

banks, the river will flow down the channel so delineated.

Havi ng, by now, | hope, heard the tape of March 2, 1965 you
recogni ze that you don't do a big acknow edgenent job on the
i ncom ng student or preclear You don't say "Well, you arrived.
Good. Fine. | amsure glad you got here." You don't end the cycle
this way for him Reception never greets. It is just barely at
start. Getting the person to reception was not the cycle you are
working for, and neither is the pc or student. So you say, "Well,
you nust be anxious to get going. Let's get you into class,"” or

"Testing is waiting for you."

Staffs should dress and behave with appropriate dignity to create
the attitude and at nosphere set out in this Policy Letter. So you
have had a hard tine and have no clothes! WlIl, get inventive,
until you get so affluent that you can hire a tailor. Get inventive
on low or no cost ways of sharpening up the premnises, particularly
that part which neets the public eye, until you are affluent enough
to do sonething better about it. And demand cl eanliness and

neat ness of prem ses at all times. But don't let clothes and



shapi ng up prem ses distract you fromyour job. Just make a habit

of expectancy on it, got the idea?

The day of the doldrums is over, so just end cycle on that. THANK

YOU. W have entered a new echel on of Scientol ogy.

P.S.: The effective data of this Policy Letter is as soon as you
are set up with your materials printed up, you need to get your
wi cket in and the personnel drilled on it, but at the |atest June
I, 1965. You will be receiving the additional data needed on this,
how to handl e pl edges internally, nenbership card nock-ups, etc. In
the meantime get going on what is supplied here. And nuzzl e Body

and Letter Registrar on noney. Route to Accounts.

Design by: L. RON HUBBARD
Witten by: Marilynn Routsong
for

L. RON HUBBARD

LRH: jw rd
Copyright (c) 1965
by L. Ron Hubbard

ALL RI GHTS RESERVED

[Inportant. See HCO P/L 18 April 1965, page 93 and HCO P/L 11 March
1971, page 268.]
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SAINT HI LL SERVI CES, PRI CES AND
DI SCOUNTS

Saint Hill has just opened its Hubbard Gui dance Centre in order

to beinline with all orgs over the world in all departnents.

The Saint Hi Il Course now handles all |evels of Training but
these courses are review courses at the |ower |evels and HCA
(classed or unclassed) or old Commonweal th HPA (cl assed or
uncl assed) remmin the entrance requirenent. Students go through all
| evel s, usually the |l ower ones very rapidly, and are Cassified for

each Level with a Saint Hill Cdassification

Saint Hill Cassification takes precedent over all other
classifications in any level. A student's own Classification is not
taken away but for the duration of the course is invalid but nay be
resurmed on departure fromthe course. However the student usually

has a far higher Saint H Il Cass on | eaving.

The purpose of the Saint Hill Special Briefing Course renains the
sane - to nake the auditors and instructors who nmake the auditors
and instructors over the world and to put the final polish on
auditing. As auditors sonetines do not realize that an auditor of a
hi gher | evel always audits at the pc's level, seeing and getting
| ower level results and clearing with themis very revelatory. One
does not expect a Class VI auditor to run only Level VI. Qite the
contrary, Level VI training is never applied to an untrained pc by
an ethical auditor. A Level VI auditor should be able to do Level 0
work superlatively well. Level 0 processes release people with ease
and many clear today at only Level Il, much less IV. So the Saint
Hill Course enters all students today at Level 0O and rapidly noves
themright on up in quick time. Students who know the | ower
material of course get it checked out very readily. A student can
al ways ask HCO Board of Review for a classification while on
course, but of course nust pass all |ower classes before being

tested for the one asked for.



DI SCOUNTS

I nternati onal Menbership 50% di scounts apply to all HGC pc and

Course Student enrollnments at Saint Hll, now.

Credit, by agreenent with other orgs, which night | ose business
if Saint HIl allowed it, will not be extended by Saint Hll, so
Lifeti me Menbership does not apply at this tine.

This gives a 50% cash di scount on all courses and Intensives.

COURSE

The Course (50% di scount price) is still o275 sterling. This
nmakes its public price o®50, but of course no public applies. This
is about o#0 a level, making it a very cheap review course. |t nust

be bought all at once or o275.

Intensives are the sane price as in the U S. The 50% cash

di scount makes an intensive 5500 or the equivalent in sterling.

Saint Hill Student price for an intensive (75% di scount price for
Saint H Il students only) is $250. The student nmay be an old
graduate or one currently on course. Acadeny Students do not
qualify for the Saint H Il Professional Rate, only Saint Hill

St udents and G aduat es.

Any level pc is taken but only the pc's level will be run, of
course. However it will be run very well, usually by Level WV

audi tors.

Pcs are issued their Gade Certificate the noment they conplete a
level and this Certificate takes precedence over all other G ade

Certificates in the worl d.



BOOKS

Saint Hi Il book prices carry a 50% discount fromlist for

I nternati onal Menbers.

LRH: jw. rd

Copyright (c) 1965
by L. Ron Hubbard
ALL RI GHATS RESERVED

L. RON HUBBARD

[Important. See also HCO P/L 18 April 1965, page 93.]
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CURRENT PROMOTI ON AND ORG PROGRAMVE
SUMVARY

VEMBERSHI P RUNDOAN
| NTERNATI ONAL ANNUAL MEMBERSHI P

There are two Menbershi ps- THE | NTERNATI ONAL ANNUAL MEMBERSHI P -
This is the CASH DI SCOUNT MEMBERSHI P. It gives a 50% cash purchase

di scount across the boards-Training, Processing, Books, Mters,



Tapes, Insignia, Congress, the lot. If we sell it, an Internationa
Menber gets 50% of f The Menbership nust be renewed every year. It
expires on the sane date the followi ng year at one nminute past
mdnight. It keeps one's certificates in force. No services are
ever promised to its holders but a nonthly nagazine is sent and a
copy of the Professional Auditors' Bulletins conmes to them from
Saint Hill providing Saint Hill is given their addresses and
changes of address. Menbers' lists are kept in orgs and org Centra
Files and the Org Roster of Menbers. Anyone can have an

I nternati onal Annual Menbership providing they are for us and not
menbers of groups seeking to harm Manki nd. The cost is od0 sterling
or $30 US. The entire fee is paid into the HCO Book Fund Account
and buys advertising for Scientol ogy books and pays book bills.
(AI'l receipts for books, neters, tapes, Insignia and al

Menberships go into this Account. These are the funds that pronote
Sci entol ogy through books, the only effective way orgs have ever

pronot ed.)

To obtain or renew an International Menbership one nust (1) Get
an Accounts C earance and (2) what will be called a Division 9
Cl earance and (3) sign a sworn statenent pronising to uphold the
codes of Scientology and declaring they are not a nmenber of a group
hostile to Mankind or Scientology. Note that there is no waiver of

rights to sign now.

LI FETI ME MEMBERSHI PS

THE LI FETI ME MEMBERSHI P is the CREDI T MEMBERSH P of Sci entol ogy.
Its holders can obtain a discount fromthe list price of courses,
i ntensives, books, neters, tapes, Insignia, Congresses, etc. They
can have ONE of anything on credit. One course, and one grade worth
of intensives. In books, neters, tapes, Insignia, Congresses, they
in actual practice can have a reasonable amount, as it is too hard
on accounts to keep nore than three itenms in view (courses,
i ntensives, books, etc). It acts as a Carte Blanche credit card.
There is NOnote, NOinterest rate, nothing. The Lifetime or Credit

Menber is billed nmonthly on a standard charge account system There



are no arrangenents for paynments at regular intervals. However, the
Credit Menber nust have paid for his course or his G ade worth of
intensives or his book bill before he can have another course or
grade or beyond a reasonabl e anpbunt of books. If the bill is not
paid in 12 nonths the nenbership is forfeit. After a forfeit of a
Credit Menbership, if the person then belatedly pays his bill in
full with any additional anobunt as penalty, he nmay now buy anot her
Lifetime Menbership if Accounts will sell himor her one. The idea
here is to keep one's credit good, for the card itself has good

val ue in supporting credit el sewhere. A d holders of these may have
the new discount if they sign the sworn statenent for the new
status. If not, then they get 20% of f on books, neters, courses,

i ntensi ves bought for cash. Neither the old or new Lifetine
Menber shi p adds now to the International Discount. That went out
because the International alone gives one the cash 50% di scount. If
a Lifetinme-International conbination Holder that bought both before
March 1, 1965 insists on a 50% conbi nati on di scount for credit the
way we were selling we al ways deliver what we pronised and he or
she nmay have it by signing notes, paying heavy interest, giving the
down paynment and signing a waiver of liabilities and all that just
i ke we were doing fromJanuary 1, 1965 to March 1, 1965. Newer ones
(sold after March 1, 1965) can't have that "privilege". Actually it

is likely to be nore costly to themthan the new system
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For in 1966 we will begin to GOLD STAR the Lifetine Menbers
cards, giving thema GOLD STAR CREDI T RATI NG where they have
pronptly paid their bills and a Gold Star Credit Card in
Scientology will carry a 45%di scount. To get one really sizable
credit will have had to have been advanced and pronptly paid such
as courses, or grades. A Gold Star Credit Rating must of course be
kept good after award and default carries the same results as a new
Lifetime Menmbership. A Lifetime Menbership will be a handy thing to
have-one will only have to sail into an org, get his Accounts
Cl earance slip and so have his next pc grade or course any tinme he

feels like it. The Lifetinme Menbership costs o80 or $75 and need



not be renewed unless forfeited for paynent failures. It is paid

for in cash at the tinme of application

Anyone can have one, of any race, colour or creed. They need only
sign a sworn statenent to abi de by Scientol ogy Codes and that they

are not a nmenber of a group hostile to Mankind or Scientol ogy.

OLD HASI SHARES

You nmay wonder what to do with old HASI Ltd Sharehol ders.

The share, of course, can't be cancell ed.

The answer to this is that a HASI Ltd Shareholder is not a

Lifetime Menber in any sense of the word.

The 20% di scount if promised in that area is not additive. If the
Shar ehol der buys books or intensives or courses, for cash of
course, since nobody prom sed any credit discount ever, the HAS
Sharehol der-if the local offer to buy one said so originally-gets

20% di scount and no other. It does not add to International

A few of these shares in South Africa were maliciously held onto.

Most ot her places converted back and turned their shares in.

Such Shar ehol ders should be witten to personally and advi sed of
the advantages of a new Lifetinme Menbership and the above
l[imtations of the old share should be heavily stressed. They
should be told that the |ocal governnment would not grant HASI Ltd a
non profit status and so we rermain HASI, Inc of Arizona and will
continue so and offer themtheir noney back or a new Lifetine
Menbership with all its advantages of full credit and good

di scount.

Pl ease shake off these old HASI Sharehol ders so we can close the

company. W're booming Internationally as HASI, inc.



It's to their advantage to becone Lifetinme Menbers now.

QUALI FI CATI ON OF MEMBERSHI P

There is no grade, certificate or classification Qualification

for any Menbership.

One nust only swear to abide by and uphold the Codes of
Sci entol ogy including the Auditor's Code, the Code of a
Sci ent ol ogi st and any other Code of Scientology and that one is not

now a menber of a group hostile to Scientol ogy or Mankind.

This sworn statenment is made in and the nenbership issued from

the Menbership section of the org at once.

OPEN DOOR

You nay detect fromthe above that we have now opened t he door of
orgs for action. Hitherto one was interviewed and regi stered
personal ly by the Registrar. This is no | onger necessary. The
Regi strar is now HCO personnel and handl es no noney, makes no

not es.

One shoul d be able nowto wal k straight into an org, straight up
to the Accounts Cashier near the entrance and get an Accounts
Clearance. This is a white invoice slip. Accounts receives any

paynent and issues the "white copy"” to the person. If it is a
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credit sale, the person nust sign the white while it is still on
the I nvoice machine but this is not necessary on a credit nail order

froman org.

This is all the procedure for the person. He or she then takes

the "Accounts C earance" to the division giving the service and



gets it then and there. If one is buying a nenbership and then
processing or training or books, one goes to the Accounts Cashier
first, then to Division 9 nearby and gets the Menbership issued,
then with their nenbership card returns to Accounts for the
"Accounts Cl earance" for the next service. Reception near Accounts
is ready to direct anyone to Menbership |Issue or the HGC or Acadeny
interviewers. |If a nmenber requiring processing or wanting training
wants advice, a registrar is available. But actually all the
necessary advice is posted beside the Accounts Cashier w ndow

conpl ete with Menbership descriptions and costs and all prices

i ncl udi ng book, neter, tape and insignia prices. Afloor planis in
plain sight in reception if one wants to find one's own way.

Therefore there is no waiting.

THE NEWCOVER

If a person cones in asking "Wat is Scientol ogy", reception
instantly says, "That is very well covered in a book. Here is the
correct book for you and it will tell you all about it. The price
is " Reception, via Accounts, sells the person the public book and
reserves all other books for menbers only. Thus nobody there
expl ai ns Sci entol ogy. They sell hima book. The Regi strar does not
talk to newconers and indeed is forbidden to try to explain
Sci entol ogy or processing to a conpletely uninforned person. I|f
they didn't know, she |like everyone else, sells the newconer the

publi c book.

There is no brochure given out in Reception, no PE brochure. Only

book ads.

In the back of the book the newconer buys, an inserted card
fastened in, invites himto a PE Course. This card nust be
di scovered only by someone who has read that far in the book - it
mustn't nerely fall out and no such cards may be placed about in
reception. PE is for book finishers. If they can read a book we
want them If not, we don't as they'll only fog others in the

class. The passport to PE is "Have you read a book?" That alone is



what we require before we will put in Admin time on them

There is a formula and drill for use on public persons on
personal contact. We don't use it at the front door of the org. W
use it through nenbers of our Field Division only-the Field

Audi tors.

Thi s handling of the newconer is based on 15 years of experience.
The Field Auditor can handl e him best. Only when the newconer has
read a book or been audited or trained by a Field Auditor can he or
she be entered into an org at any higher |evel than "Buy a Book"
VWhat you have to do to sell the Newconer a book is another thing
and is technol ogy, not policy and so is not covered here. The
policy is the Newcormer nust buy a book and that's it. Qtherw se an
org tends to develop a psychiatric type practice that wears
everyone out. Orgs are live activities, not norgues. Admtting the
Newconer who has not read a book into PE or the HGC or Acadeny is
pure nonsense. Scientology is ainmed at the able. Wen you curve it
toward the unable, your dissem nation programe will go all awy as
it is no longer reaching the able public for which it is designed
and you will get into the org a lot of fringe that breaks the
instructors' and staff auditors' hearts and breaks the econonics of

the org as well.

Scientology is for Scientologists, not for the person in need of
daily nursing. You can't build a new civilization with dead neat.

You tend to them afterwards when you've tinme and noney to burn

The sinple selectionis, Can they read a book? If they can't
they'll take far too nuch tinme and effort and will only distract
the main body. There's plenty who can read a book and if you only
handl e themyou'll handle nore and nore of them If you even try in
an org or a practice to handle people too distracted to do so
you' Il handle less and |l ess. That fornula alone is the determnining
force of whether an org auditor goes up in activity and nunbers or
down. If you accept only those who can read a book you will grow.

If you ever accept those who can't you will shrink. There are no



excepti ons.

Leave it to me to give themthe book they can read. You tend the
store and we'l|l have a rush hour 24 hours a day and the staff to

handl e t hem
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Adverti se and sell books hard. Then service those who coul d read.

Book prices of public books will be such as to pernit the book to
sell. There will only be 3 or 4 public books in all. You don't have
themyet. Meanwhile sell Problens of Woirk or old Dianetics or
Sci entol ogy Evolution of a Science or the Original Thesis. The rea
Public Book #1 will be out before the end of 1965 by the thousands.
It's already outlined and nostly witten. It will probably cost the
public $5 in the US and 30s. in England and sone round equival ent
in the Australian or SA nmarket, whol e paper noney in every case,
post paid, even Airmail. So don't use up too rmuch public medium ad
noney yet for old books. Just feel your way around until we shoot
the works on Public Book #1. W have to groomup our orgs first
anyway and get them booni ng by existing actions alone and cl earing
up their existing public. They better conme in and get clear now
because next year will find a jamfor service no matter how many we

have on staffs. Tell them so

PROFESSI ONAL RATES

A d tine Professional Rates are back for the HPA/ HCA or above
(classed or unclassed). If he or she has an International Annua
Menbership in good standing (current year and unexpired) intensives
cost only 25%of the public list. Cash only. HQ@S, HAS are not
eligible when not actually in the Acadeny. However an HAS or HQS
student, only if ordered by the D of 1' to an Intensive may al so be
given the Professional Rate if they have al so an Internationa

Annual Menber shi p.



This is an excellent chance and shoul d receive wide publicity.
However, trip up HAS/ HQS students who enroll on course only to get
HGC student rates. For the D of T may not order a student to

processing if he suspects the enrollnent was only for that purpose.

HAS PRI CES

HAS prices may be too low to take a 50% cash di scount in somne
areas. If so, raise it. Continental Director has that authority. It

still gives a 25%refund if the course is finished by the student.

These HAS courses can be weekend courses, too, you know. O night

courses, 160 course hours, | think

COURSE Tl MES

Al courses in all orgs enroll every Mnday. No special courses
for certain dates will be tolerated in any org. Magazi nes shoul d
say "Enrolls every Mnday" after every course in every Acadeny Ad.
If you don't you go nmad trying to get pcs every week for ad noney
and wind up with a psychiatric ward for an HGC. The check sheet
systemused now at Saint Hill for levels fits every course nicely
and requires no "every 4 weeks". Saint H Il enrolls all week |ong!
Further, Instructors in Scientol ogy nust not personally |lecture
students on technol ogy. Instructors only do this when they don't
know their HCO Bul l etins and the sane instructor is always giving
squirrelly unusual solutions in answer to student questions rather
than answer them accurately or get the student to find the answer
in his student materials. If you want a current check sheet for a
| evel wite your comm nenber (HCO Pol Ltr of March 13 '65) at Saint
Hill.

PROCESSES TO USE

Break down the Q and A that Cdass VI auditors run Class VI only

on all pcs. It isn't so. Pcs not trained don't get enough TA and



Class VI caves themin, quite. Sane pc gets as much as 75 TA Div
per session run on Level 0O where he should start. A Class Vi

auditor can do better Level 0. One audits al ways where the pc is.
Never only where the auditor is. That error alone stops you from

nmaki ng cl ears.

CLEARS

Clears are bobbing up routinely now. They rel ease these days at
Level 0 or Level | and begin to clear at Level Il free needle.
However Levels Ill and IV stabilize themvery well and they really

go very clear if the auditing is good and snoot h.
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Sell Rel ease and Cear with confidence. Only squirrelling on
| evel s and rough ARC Break handling can prevent it. The total
rundown of processes is easy to groove in in an HGC and shoul d be
adhered to violently if you want to get results and rel eases and

clears. It's no nyth now

A person who clears at Level Il can be audited on Level Il and
IV providing you don't do subjective processes-only CT work. And

the clear can (and nust) audit others subjective and objective.

PC GRADES

Pc Grade Certificates as already outlined in recent awards HCO
Policy Letters will save your bacon on odd demands for hidden

standard type results and save you as well from HGC squirrelling.

A pc is given his Gade Certificate when he has finished all the
processes of a level. Some new auditor may try to do this in 20
mnutes. But it really takes about 3 twenty-five hour intensives on
a lower level to do all the processes of that one level and flatten

t hem



This is easy, easy. Don't strain anyone's brain. Just use a check
sheet on the processes run in the HGC for each level. It's a form
The auditor has to certify each process has no nore TAin it when
left. It also finally says the pc has no ARC Breaks now and is very
okay. The pc nust al so agree and sign the sheet. Wen done, the
Grade check sheet goes rapidly to Certificates and a G ade
Certificate (a letter) is signed by the HCO Area Sec and is issued

to the pc. The pc only now can go on to the next grade.

VWere a pc gets to a G ade in the mddle of an intensive and has
no nmore bought (and particularly where he has this one on credit)
spend the |last few hours of any Grade doing Itsa in all his
treatnment, auditing and other solutions. Now that he's | oosened up
by the Grade, you may be astonished to see your neter needle start
to float. Cearing has al ways been easy. People nainly were too
rough on pcs or tried too strenuously. The Grade Sheets (and the
pcs) must all begin at Level 0 and go on up no matter who the pc is
or what old certificate he or she has or how horribly urgent it is
that OT be reached | ast week. HGC processing nust now be all by

Grade Certificate.

The Grade Certificate says on appropriate stationery, "Let it be
known this day of...that John Doe has conpleted all processes of
this Gade as a Preclear in the Hubbard Cui dance Centre and has
successfully completed Grade and is now fully qualified to be

processed on Grade (next grade) processes. Signed HCO'

The sooner that systemis in - check sheet, grade carts - the
qui cker you'll start making Rel eases and Cl ears. Rel ease and d ear
are Honorary not technical awards. Release is sinply "Know now I
won't be getting worse" and Clear is a Meter condition of near TA
position and a floating needle. You can't miss it when you see it.
Sone nmeters aren't dead centre on the clear read. But it's near 2

or near 3 and all neter needles float.

Just because a person attains release or clear is no reason to



halt either an intensive or a grade. Let the pc have a win on the
process if he or she insists that one is flat now. But go on to the
next process. You only begin to skip subjective (figure or think)

processes (except pure Itsa). Al Clay Table work is objective.

STUDENTS

Let a student "finish his course" (such as conplete his own case
for grade) if he insists but a course conpletion is a check sheet

not a condition or classification

It is nowa crime to run a course without a check sheet or to
change a check sheet on a student after it's issued. A different
check sheet can be issued to the next student that enrolls on that
very sanme course. But once issued, the sane one is conpleted for a
course conpletion of that course and the student gets his
certificate for the Level when it is and can take his exam for
class. There are 3 check sheets actually - Theory, Practical and
Auditing. There is no Acadeny check sheet for student's own case
but an HGC case check may be used but not taken rmuch account of.

Al 3 should be conplete
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before you let a student go up for classification. A grade
certificate is only issued a student who has had all the processes
run, not because he finished his study of the level. The G ade
Certificate, if issued, says Loudly Acadeny and may have no wei ght
in an HGC or Saint Hll.

CLEARED STUDENTS

Students who are clears have to do all the required auditing as
an auditor. And get it passed. Clear is an honorary, not a
technical award. But a truly floating needl e clear may not be

audi ted on involved subjective processes. This doesn't get himoff



any CT work at all. He or she may not be junped a grade or a
course. (One course early on in clearing they pani cked and urged
pronotion of a student to high levels at once froman inconpl ete
Level Il, were refused and in CT work the student cleared nore
clear.) A student doesn't know nore about Scientol ogy just because
he's clear. He just learns faster. So the cleared student nust do
all his auditing on pcs, subjective and objective, clear or not If
you don't have any raw neat for a student to do all his levels on
make the student scrounge his own pcs off the street or city dunp.
Remenber, don't panic on clear. It means the student |ike any other
student rmust do all his required check sheets and go on up, |eve
by level just like every other student. Just don't run any further
subj ective processes or he'll key in. CT will only key himout nore

if properly done.

SAINT H LL PRI CES

Saint Hill is being careful not to undercut anybody and won't

give credit in order to prevent orgs fromlosing out.

Saint Hill auditing prices are same as US Professional discounts

and student discounts apply at the Saint H Il HGC

The Saint H Il Course was doubled in price and then halved for
I nternati onal Menbers just to be able to grant the discount |ike

anybody el se.

Saint Hill books, tapes, neters, insignia, are all 50%off for
internationals. 20%for all Lifetinme if cash Not additive now Just

like in other orgs.

Thi s standardi zes the shape and activities of Saint H Il and
makes it the sane as other org boards. This nakes its advices nore
real too. Saint H Il has the world s nobst experienced people in
Central O g activities so don't be misled about the advice you

get-it's hot and good.



MAI LI NG LI STS

The el ementary Emergency formula for a down org is:

1. Pronote Pronbte Pronote.

2. Then change bad spots and re-organi ze.

3. Then economi ze, cut off all Purchase Orders except postage,

communi cati ons and rent.

4. Cet ready to Deliver to the people who will be coming in as a

result of the pronotion and deliver

To pronote you nmust have a full mailing list. Anyone who failed
to get his mailing Iist back off old invoices will probably nmake
about thirty or forty thousand pounds | ess between now and
Chri stmas-which is puni shnent enough for not following nmy late '64

orders where the job was ski nped.

| see two orgs that are |linping al so have a very snmall mailing

list. Any connection?

Rush the project ordered in '64 wherein you culled your addresses
back fromold invoices and you' Il have |ots of people and noney

agai n. Scientol ogi sts never get truly |ost.
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Then get onto Book Pronotion, put a return self-address card for
"more info" in the back of every book you sell and get your list up

both fromthe book sale and the card. Qmitted that?

Look over the earlier 1965 Policy Letters that define pronotion.

That's all it is.



But promotion is successful when you use books to front for you

and a flop when you don't. If you think pronbtion is costly it's

because the noney isn't invested in getting books sold. Books are

your first line of pronption.

Re- organi ze your book departnent if it doesn't slam back a book

at every orderer within 24 hours of the receipt of the order. Wy

be poor all the tinme?

1. Place ads.

2. Get mailing lists from anywhere.

3. Get mailing lists by selling books.

4. Sell nore books to them

5. Have good processing avail able for themand say so | oudly.

6. Have good training available for them and say so |oudly.

Do just those things and do only those things and you'll be 10

times your size with a |lot nore pay.

It's very easy. Wiy keep doing it the hard way?

I"minterested in review that only those orgs are poor which
haven't been followi ng ny direct orders. Well, anybody has a right
to be poor, | suppose, if he has an appetite for it. Personally I
don't care for it. It nust be a carefully acquired taste. As a
brand new idea in those orgs that are struggling, why not get rich

by doi ng what Ron says?

L. RON HUBBARD

LRH: jw. rd
Copyright (c) 1965



by L. Ron Hubbard
ALL RI GHTS RESERVED

[Important. See also HCO P/L 18 April 1965, page 93.]
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex
HCO POLI CY LETTER OF 15 MARCH 1968
Remni neo

STUDENTS: STUDENT & STAFF PROGRAM

Students will now have an opportunity to earn free Level Courses.

Any student who is presently on a Level Course and brings in 5
students for HAS or above may have his next Theory or Practical

Course free.

He may do this as often as he likes.

This offer only applies to students actually on a Levels Course
(HRS to HAA), now or in the future (in other words, this does not
just apply to those presently on a course, but to future enrollees

as well).

The award is given for actual people brought in who signed up and

pai d.
Fi ve HAS courses sol d should equal the cost of a Levels Course.
If it does not in your Org, then change the nunber of people the

student rmust bring in until it does.

STAFF:



If RAP finds a student who shows hinself to be intelligent and
responsi ble (up stat) or an untrained or partially trained staff
nmenber who has the sane indicators, RAP may offer that person his
or her Levels up to and including HAA free of charge in return for

a one year contract.

The contract is specifically for auditing - we want trai ned and
experienced auditors fromthis. W want themin the Tech division

or in Qual.

The contract comrences after the training has been conpl et ed.

Later, the staff menmber may be offered his Class VI or VII in
return for a 2 1/2 year contract. This contract would include
getting his Power free. This contract requires himto be Staff

Status |1.

Inter Org arrangenents and agreenents re awards will have to be
nade between those concerned. The outer Org would pay unl ess
specifically awarded by the Guardian, or unless it fell in to sone

ot her award system

These prograns are designed to increase Org flow, speed novenent
upwar ds, expand staffs, and increase the nunber of trained auditors
in the world. We are beginning to have nuch | arger flows and nust

get trained staff quickly to handle it.

LRH: j c. cden
Copyright (c) 1968
by L. Ron Hubbard
ALL RI GATS RESERVED

Lt. Fred Payer
Sea Og

Approved by -



L. RON
HUBBARD

Founder

[ This policy was cancelled by LRH in HCO P/L 27 Septenber 1970,
issue I, Volunme 3-page 136, being in direct violation of HCO P/L
27 April 1965, issue Il, Price Engram Volune 3 - page 91; which

forbids cutatives in prices as danagi ng to expansion.]
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 27 SEPTEMBER 1970

| ssue 11

Rem neo

CANCELLATI ON

HCO Policy Letter of 15 March 1968 "Student and Staff Progrant

whi ch advi ses many gi ve aways, issued by Fred Payer, is cancell ed.

It isin direct violation of HCO P/L 27 April AD 15 Issue |
"Organi zational Price Engram which forbids cutatives in prices as

damagi ng to expansi on.

Covert Price Cuts by orgs are directly responsible for |ow staff

pay.

L. RON HUBBARD

Founder

LRH: sb. ka. rd
Copyright (c) 1970



by L. Ron Hubbard
ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS COFFI CE
37 Fitzroy Street, London W 1

HCO POLI CY LETTER OF 27 APRIL 1959

VWHY NEW BOCKS ARE FEW

The income | am supposed to derive from Sci entol ogy shoul d pay
for research, investigation, ny pronotional tine, the witing of

books and ny living expenses. At present it does not.

We are short of new books because | haven't had the tine or the

place to wite themand do not even have a transcription secretary.

Clear results were del ayed and rel eased i nconpl ete because
research funds were mssing and | had to do it all on the cuff. |

couldn't pay auditors to assist ne.

Ri ght now | am buying a hone in England which will be a research

centre and amfaced with getting another house in the U S. soon

Basically the 10% paid as royalty by Central Ogs is | ooked on as
ny inconme. It is not inconme. It pays for HCO personnel in nost
pl aces who are nore and nore doing the adm nistrative and
pronotional work vital to keep the lines flowing. HCOis worth, in

income to Central Orgs an enornous anount just for these things.

| have a need for help here. Research and witing, on which we
exist, is not being paid for. Therefore it is very hard for nme to
get it done. It would not be unusual for 10%to be paid for these

two items. On the contrary. But the 10%is absorbed in paying for



adm nistration-and vital administration it is! Magazines,

pronotion, organizational data, to nane a few, cone under the 10%

W are in for a boom You may not see it in your area yet but HAS
Co-audit well run has begun the project "Cear Earth". HGCs have

al ready begun Theta C earing. And hotter stuff is to cone

But unless | can up ny incone for witing, research and Iliving,

we are somewhat sl owed down.

My program has gone as far as this: | have bought, with my own
noney and whatever | could gather, a place in Sussex that's quiet
enough and renote enough for research and in which I can get |ost
enough to wite. | enptied out all ny | oose cash, sold ny boats and
made ny credit creak but we have a witing and research centre for

the U K

The place belonged to an inportant person and is itself nore or

| ess sel f supporting as to upkeep

| want to get a research centre for the U S., equally renpte and
later on for each continent. In such places research records can be

safe and the kind of research which now has to be done can be done.

This will take several years. | amperfectly willing to do and
finance any and all of this out of nmy 10%royalties from Central

Orgs.

| f HCO personnel can be paid out of Congresses, books, tapes,
records and nenberships, if certain HCO services can be nonminally
charged for, and if Central Ogs can help out by payi ng HCOs where
needed, then | can get every one into a position through witing,
research and planning to take all the strain off by increasing book

sal e vol une and general vol une.

Ri ght now we are doing things a bit backwards. | am having to

bol ster and plan to keep things afl oat w thout the whereabouts or



wherewithal to do the witing and research that will nake fl oating

easy.
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HCOis vital to keep us going. So is witing and research

| amtruly and honestly concerned with all our incomes and work
ceaselessly in an effort to raise yours. Only recently did
realize that | was having a hard tine raising yours because my own
i ncome was too | ow, despite the overall high current and steadily
i ncreasing i ncone of Scientology, to pay for the things |I have
al ways paid for fromany incone or noney | received - research and
witing. In establishing HAS Co-audit in London | found ads to be
fabul ously expensive. | realized suddenly that | could get plenty
of press with books and book reviews. | abruptly cognited that
"Have You Lived Before this Life?" was our first new book in two
years. And "All About Radiation" was our first new book for two
years. As we did in AAR we sell from 6,000 to 9,000 new books
wor | dwi de, every new one | wite The narket we have is steady. Only
ol d books reprinted cost heavily. New books get their cost out in
about 80 days and make us thousands in friends and noney. Qur book
mar ket woul d take a new book every six nonths. These, sent to
reviewers widely in every area would give us plenty of press. And
we' d have data in usable form And 9 to 25 people read every book

pri nted!

HCO has taken of f a heavy adm nistrative burden to a great
extent, freeing the tine. This | eaves |acking (1) Finance for
research (testing and leg work), (2) A place | can do research and

do the actual witing, (3) Book transcription

If we want a boom it's vital to free the i ncome needed to create

it. And this will up all our inconmes, as well as get the job done.

My book schedule is now



1. Have You Lived Before this Life? (I rewote it in the last 2
weeks anongst doing the new HCA/ HPA series. It's now at the

printers.)

2. The El enents of Scientol ogy. (Needed as the new course book to
fit with the tapes. It's partially conpiled-has been for a year and

a half but needs conplete redoing.)

3. The Crimnal Mnd. (To give us a whole prison clearing

program)

4. The Mentally Retarded Child. (The text for the Society for
Mental ly Retarded Children programwe are now piloting in the UK)

5. Great Men of the Mnd. (The biographies of nental healers, a

m ssing text in psychology courses in universities.)

You nmaybe sonetines wonder why | don't wite nore new books. For
a research confirmtion, to whomdo | say "Audit Bill on so and so"
(HGC processes are too stable now for research). To whomdo | say,
"Run down to the local library and find out...". Whomdo | pull off
post and say "Type up these 80,000 words of dictation tapes |'ve
done?" Why ne, of course. And | just can't get it all in. So - no

new books.
But 10% devoted to these and the cash | need can do it easily.
Any conment or suggestion any secretary or executive in Centra
Orgs would care to make woul d be very welcone. | would find your

vi ews very hel pful

P.S. Only the F.C.D.C. bears the cost and nore of witing and

research at this tine.

P.P.S. You didn't realize | too had problens, did you?



LRH: cden

Copyright (c) 1959
by L. Ron Hubbard
ALL RI GATS RESERVED
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Best ,
L. RON HUBBARD

HUBBARD COVMUNI CATI ONS OFFI CE
37 Fitzroy Street, London W1

HCO PQLI CY LETTER OF 21 MAY 1959
(Convert to Sec ED)

HCO MONI ES AND BOOK STOCKS

Ef f ecti ve now.

Al'l nonies received by reason of book sal es, ACCs, Congresses,
tapes, records and nenberships shall be invoiced to the credit of

and deposited in the accounts of the Hubbard Communicati ons Ofice.

Al'l book printing, bills for tapes, records, Congresses but not
nmagazi ne printing or postage costs, shall be paid by HCO save only
where Central Organizations need tapes, etc., which they then buy
from HCO.

Al'l book stocks are now the property of HCO and Central

Organi zati ons obtai n books at 50% di scount.

Exception: The sunms advanced by Central Organizations for copies
of "Have You Lived Before This Life?" to HASI London, wll be
credited to themand all sales of this book will be paid into

Central Organi zations, not HCOs until Jan 1, 1960.



L. RON HUBBARD

LRH: mp. cden
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HUBBARD COMMUNI CATI ONS OFFI CE
37 Fitzroy Street, London W 1
HCO POLI CY LETTER OF 28 MAY 1959
Central

Convert to

Sec ED

PROMOTI ONAL VARl TI NG FUND

Pursuant to the HCO Policy Letter of April 27, 1959, it is now

generally agreed that the suggestion of Jack Parkhouse is best.

He suggested that instead of 20% or 15% of the proportiona
i ncome going into the Building Fund of each Central Organization
that 15% or 10% be so deposited and the other 5% be made avail abl e

to ne for pronotional witing.

This 5% of the proportional incone would then i medi ately be
applied to the expenses nentioned in HCO Pol Ltr of April 27. Any
part of the regular HCO 10% woul d be applied directly to research

expenses.
However, New Zeal and and ot hers suggest 121/2 percent. Let us do
it this way. We nake it 8% now and drop it to five when our incone

is all brought up by all our actions and ny pronotional witing.

Al Assoc Secs should get the i medi ate opinion of staff and if



favourabl e should then at once begin the regular, routine weekly
transfer of 8% of the proportional incone to "Special Fund HCO WV
Nati onal Provincial Bank Ltd., 6 Fitzroy Sq. London, W 1 " and

del ete the sumfromthe Buil di ng Fund.

It should be clearly understood that this nobney and any funds
that can be sal vaged fromthe HCO 10% (which is spent locally in
nost Central Organizations) will help pay the expenses of the new
pronotional witing and research centre, located at Saint Hill

East Gi nstead, Sussex.

If this noney can assist pronotional witing, we will all
experience an increase in incone since it is pronotional witing
that carries nost of the public interest and I amcurrently too

pressed by other thongs to do it to an adequate extent.

We can continue with other financing plans for research, many of

whi ch are quite good

| have been paying for and shoe-stringing research for so | ong
that an enornous backl og has devel oped needful to be done now to

advance the whol e picture of Scientol ogy.

So if we can get this 8% conming in very soon, and gather up what
HCO cash is about and send it in we can get both pronotiona
witing and research going with attendant rise in income

ever ywher e.

L. RON HUBBARD
LRH: nmp. cden
Copyright (c) 1959
by L. Ron Hubbard

ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS COFFI CE
37 Fitzroy Street, London W 1

HCO PCLI CY LETTER OF 9 JUNE 1959
HCO SPECI AL FUND
Sci ent ol ogy Research and | nvestigation Fund is the nanme of the
HCO Special Fund to which the follow ng nonies should be

transferred:

1. Al sterling area HCO 10% except where needed for office and

sal ary expenses to finish out CBM deficienci es.

2. Al HASI and other Central Organization 8%.

The only exceptions are the 10% from US organi zati ons which go

to LRH Founder personally.

This nmeans that all HCO surpluses anywhere above i medi ate office
needs shoul d be now transferred routinely to HCO WV Research and

I nvestigation Fund as well as all Central O ganizations' 8%.

L. RON HUBBARD

LRH: gh. pm cden

Copyright (c) 1959

by L. Ron Hubbard

ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS CFFI CE
37 Fitzroy Street, London W1



HCO POLI CY LETTER OF 24 JUNE 1959

Al Franchi se Holders in US
Al HCO

STATUS OF HCO COFFI CES AND HCO
SECS
AND HCO VOLUNTEER SECS | N US

The status and duties of HCO Secs and HCO Vol unteer Secs in the
US are not changed by the fact of HCO WWmailing bulletins to HCO

Franchi se hol ders except as foll ows:

There is no need to duplicate the mailing by sendi ng HCO WV
bull etins again to HCO Franchi se hol ders. However, speci al
bulletins fromUS HCO of fices will still be sent to Franchise
hol ders by HCO Secs and Vol unteer Secs as appears needful. They
t hensel ves can author needful bulletins or add data from bulletins
not mailed by HCO WVto Franchise holders but mailed to HCO offices
only by HCO WV

There will be no need to collect noney directly as all 10% wll
be sent direct by the Franchi se holder to HCO WV and all accounting
will be done by HCO WN However there will be many collection itens
(del i nquent paynents, checking incone, etc) that will be handl ed by
US HCO Secs and Vol unteer Secs as requested by HCO WN The US HCO
offices are still in the financial picture but relieved of funds

handl i ng and accounti ng.

Funds for HCO office operation in the US where very dependent
upon the 10% fromthe Franchi ses, should be sol ved by giving
Congresses, tape plays for charge, book sales, and the revenue of a

model HAS Co-audit Course.

Rel i eved of m nmeographing, mailing and invoicing, the HCO Secs in
the US can devote time to personal service for Franchise hol ders,

and nore vitally, pronotion.



We are now | ooking at HCO Secs US for front |ine pronotion and
keepi ng Franchi se holders in Iine on ethical and technica

st andar ds.

Central Orgs in DC and LA and HCO Area offices are in no way
changed in their contracts and relations with HCO WV by reason of

thi s change of handling Franchi se hol ders.

Where financial duress is created for HCO Secs by this by-pass of
the ten percents, HCO WNWw Il handl e the situation on an individua
basis. However, tapes, congresses, books and other neans are | ooked

to to support HCO offices not attached to Central O gs.
The col |l ection arrangenents to HCO WV are after all only
temporary to get the show rolling and HCO US organi zed neanwhile to
cope.
L. RON HUBBARD
LRH: np. aap
Copyright (c) 1959
by L. Ron Hubbard
ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS COFFI CE

37 Fitzroy Street, London W |

HCO PQLI CY LETTER OF 22 JULY 1959
(Rei ssued from Washi ngt on DC)

CenO

MONI ES | NTENDED FOR



SCI ENTOLOGY RESEARCH AND | NVESTI GATI ON
FUND

The foll owing type nonies are deposited to Scientol ogy Research
and I nvestigation Fund-therefore, the checks shoul d be nade out not
to L. Ron Hubbard or HCO, but to "Scientol ogy Research and
I nvestigation Fund" and sent directly to HCO WV Saint Hill, East

Ginstead, Sussex, England:

1. Any Central Organisation 8% checks (such as Foundi ng Church,
Washi ngton DC- 8% is deducted weekly specifically for this Fund).

2. Any HCO 10%s.

3. Any 10% noni es from Franchi sed Auditors.
LRH: hl c: gh.rd
Copyright (c) 1959
by L. Ron Hubbard

ALL RI GHTS RESERVED

M| dred Gal usha for
L. RON HUBBARD

HUBBARD COVMUNI CATI ONS OFFI CE
Saint H|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 25 JULY 1959
CenO

MEMBERSHI P MONI ES

No noni es received for menberships in HASI U S. or HASI U K may

be used for proportionate pay but nust be kept in a seal ed account.

LRH: br b. cden
Copyright (c) 1959



by L. Ron Hubbard
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HUBBARD COVMUNI CATI ONS COFFI CE
Saint Hill Manor, East, Ginstead, Sussex
HCO PCLI CY LETTER OF 10 AUGUST 1959

To All US and UK Franchi se Hol ders

This Policy Letter cancels all previous Policy Letters which you
m ght have received referring to your gross weekly incone from
Sci ent ol ogy and Di aneti cs.

Al 10% are to be sent to HCO WN Saint Hill Manor, East
Ginstead, Sussex. This is directly to Ron and HCO WN who need your

10% to disseninate Scientology in the field for you.

Do not send any 10% to your Central Organization-send all 10%

to HCO WV Saint H Il, East Ginstead.

HCO Secretary WV
for L. RON HUBBARD

NW brb.rd Copyright (c)
1959 by L. Ron Hubbard

ALL RI GHTS RESERVED
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Saint Hi|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 24 AUGUST 1959

Al HCO Ofices
and Assoc Secs

HCO FI NANCI AL  ARRANCGEMENTS
ALTERED

Ef fective on receipt to the nearest prop income Thursday, the

followi ng financial arrangenents will be in effect.

On all new franchi ses including those now being drafted for
Central Organi zations, and all permanent franchises, any office
whi ch has the personal services of an Area HCO office shall pay 15%

of its gross incone and no other suns to HCO (It is now 18%)

This will be apportioned as follows: 5% w Il be held by the area
office for its own payroll and expenses. This 5% as a separate
cheque shall be deposited to the |ocal HCO Acct and will have as
its signatories, L. Ron Hubbard, Mary Sue Hubbard, and the HCO
Secretary in that area. To this sane account will be added, books,

tapes, special events and any other suns.

The other 10%wi Il be transferred directly as royalties fromthe
organi zation or franchise holder as a royalty paynent to HCO WV
Barcl ays Bank, East Ginstead, Sussex and the transfer will be

weekl y.

If any franchise holder is granted the presence and majority
service of an HCO Ofice his franchi se paynent shall be increased
to 15% If he has no HCO |l ocal office, he nmay not train above the
| evel of HAS as the professional course could not be properly

certified exam ned and assi st ed.

In the case of an HCO City Secretary devoting full tine to HCO



duties, it is necessary to attach the office of HCOto the | argest
franchise holder in the city and increase the franchi se paynent

from10%to 15% and handl e the matter as above.

This applies worldwi de. Al transfers of funds and arrangenents
of these natters is the responsibility of the Treasurer of HCQ
Mary Sue Hubbard, and the HCO Area Secretary in the organization

i nvol ved.

| feel these are fairer terns

Al Central Organizations should return to 50% of their prop
income for their salary sumand HCO should now pay its own

per sonnel .

Responsi bility for solvency of any HCO Area Ofice now rests

wholly with the HCO Area Secretary.
HCO AREA EXI STI NG ACCOUNTS
Al'l HCO Area Accounts bal ances not due on i mmedi ate HCO Area
bills should be forwarded at once as collected royalties to HCO WV
HCO Sec This neans send HCO WNyour full account bal ance as of
effective date.

EXI STI NG DEBTS NOT ALTERED

Thi s arrangenent does not in any way alter existing debts to HCO
These shoul d be conputed and collected at once and forwarded to HCO

WV as soon as possi bl e.

COLLECTI ONS FROM STERLI NG AREAS

Regul ar royalty paynments have been found to be feasible to obtain

governnent permts for.
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However, if this is found conpletely inpossible the HCO Area
Secretary is authorised to enploy a shares broker to regularly buy
bonds for shipnment to Engl and which can be sold for a simlar price
in London, providing this is not specifically |egislated against by

t he governnent.

COVMUNI CATI ON EXPENSES

Central Organi zations or franchise holders are to bear
conmuni cation costs in their own areas for HCO HCO WVWwi Il in its
turn pay its costs of conmunications to HCO office and Central

Organi zati ons.

Any Telex installations and costs are included in this

arrangenent .

LRH FOUNDER CHEQUES

L. RON HUBBARD

Al'l cheques for LRH Founder 10% i ncluding U S. organization
cheques for LRH are now to be nade out to "Hubbard Comuni cations

Ofice Royalties", instead and mailed to HCO VWV

CHEQUES DESI GNATI ONS

Al'l cheques, regardless of for what, are to be nmade out to
Hubbard Commruni cations O fice. They can be further designated,
"Royalty 10% or "Area Ofice 5% or "Book Refund" or whatever. But

Payee in all cases is: Hubbard Comuni cations O fice.

Any cheque to be signed as a disbursenent by an HCO Ofice
anywhere nust be entered first on a di sbursenent voucher nachine
(exactly like an invoi ce machi ne except it says "D sbursenent

Voucher Wth the Conplinments of the Hubbard Communications Ofice"



instead of "Invoice".

Any cheque nade out by an HCO office may be signed only as

foll ows:

Hubbard Commruni cations O fice by L. Ron Hubbard

Hubbard Commruni cations O fice by Mary Sue Hubbard

or: Hubbard Communi cations O fice (signature of HCO Secretary) by
the Authority of L. Ron Hubbard

No other types or styles of signature will be permitted.

HCO ACCOUNT SI GNATORI ES

wi t hdr awal :

Al'l HCO Bank Accounts must carry each of the follow ng signatures

for any

L. Ron Hubbard - singly. Mary Sue
Hubbard - singly. HCO Area Sec

singly or with another.
LRH: cden

Copyright (c) 1959

by L. Ron Hubbard

ALL RI GHTS RESERVED

L. RON HUBBARD
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HCO POLI CY LETTER OF 3 SEPTEMBER 1959

Ltd
HCO O fices
HCO BOOK ACCOUNT

On receipt of this Policy Letter, HCO Secretaries everywhere are
to nake arrangenents to open a new account in the HCO Account
called the "HCO Book Account”. In this account must be placed all

noni es obtained fromthe sal e of books and tapes.

This will enable us to see at a gl ance what sunms are avail able
for the printing of new books. Hitherto this nbney has apparently

of ten been swall owed up in runni ng expenses.

Fromtine to tine surpluses will be used for printing new books

and ot her pronotional projects, both | ocal and worl dw de.

The Account should have the sane signatories as the regular HCO

Account .
PH: brb.rd
Copyright (c) 1959

by L. Ron Hubbard
ALL RI GHTS RESERVED

HUBBARD COVMUNI CATI ONS OFFI CE

Saint Hill Mnor, East Ginstead, Sussex

HCO BULLETI N OF 9 SEPTEMBER 1959
CenQOCon

CBMI' ACCOUNT

Peter Hemery



HCO Communi cat or VWV

[This P/L was al so reissued from Washi ngton as

HCO B 9 Septenber 1959.]

NOT HCO POLI CY LETTER
ORI G NAL COLOUR FLASH NOT
GREEN ON WHI TE

It has been stated in the past that all Sterling area HCO offices
woul d pay London and any other bills on the Central
Organi zational's CBMI account, in return for receiving all book
stocks of the Central Organization. However, Jack Parkhouse has
suggested a nore equitable solution to this situation and his

suggesti on has been passed by Executive Director.

Al HCO Sterling Area offices will now subnmit a report to each
Central Organization of the total stocks which it received fromthe
Central Organi zation and the pound val ue of such stocks based upon
the prices which were charged by London to the Central

Organi zati on.

The Central Organization shall then do an accounting of how nuch
was owed on by the CBMI account to London and to other firns up

until the time HCO t ook over the book stocks.

The two anpunts obtained from doing the above shall then be
subtracted one fromthe other. HCO shall be responsible for paying
to London that portion which represents the anount of the book
stock it received and the Central Organization shall be responsible

for paying the remaining anount.

Have this done as soon as possible and subnit an accounting of

this to the Treasurer, WV

In the nmeantine, the Central Organization and HCO shall send

weekl y payments on anmounts owed to London to HCO, WN We would |ike



to clear these debts up as rapidly as possible.

MSH: iet.rd

Copyright (c) 1959
by L. Ron Hubbard
ALL RI GATS RESERVED

MARY SUE
HUBBARD HCO

Treasurer WV
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HUBBARD COVMUNI CATI ONS COFFI CE
23 Hancock Street, Joubert Park, Johannesburg
(I'ssued Saint Hill)

HCO POLI CY LETTER OF 14 OCTOBER 1959

HCO O fices only
plus Vol Secs

Dl VI SI ON OF HCO PERCENTACE
REVI SED
(Cancels earlier directives on this subject)
In order to assist offices in giving service to Franchise
Hol ders, the follow ng arrangenents are now finalized on franchise
noni es.

Anerica

There is no HCO Continental Secretary or Office, U S., except in

Sussex, Engl and.

Therefore the full 10% of HCO Franchise nonies is to continue to



be sent to HCO Sthil.

Where an Area, City or Vol HCO Ofice exists, arrangenents nust
be made, in finalizing franchises particularly, to receive another
5% of the Building Fund of any franchi se hol der nearby to support

that Area, City or Volunteer Ofice.

Provision will be nmade for this in awarding permanent franchises.

Local arrangenent can predate final franchise.

United Ki ngdom

Aneri ca.

As the U K Continental Ofice is at Sthil. the sanme arrangenents

apply as for

South Africa, Australia and New Zeal and

As these areas have Continental HCO Ofices, the follow ng
arrangenents should be put in force the nearest Friday to the date

of receipt of this letter, but in no case later than Nov. 1, 1959.

The Continental O fice of S. Africa, Australia or New Zeal and
collects 100% and retains 66.2/3rd of ail franchise 10%. The
remaining 33-1/3rd is to be sent to HCO WV

This is arranged because the burden of franchi se managenent falls

on the Continental Offices in the nentioned areas.

When a franchise is finalized, as in the case of Central Orgs,

they will have to have Area HCO O fi ces.

A permanent franchise holder is to pay 10% of his gross and 5% as
in Central Ogs for his privileges, which will include training. The

5%is to remain with his Area Ofice along with book sales, etc.



VWhen a franchise is made permanent, 5% of the gross 10%is to be
retained by the Continental Ofices in S. Africa, Australia and New

Zeal and, and the other half of the 10%is to be sent to HCO WV
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This arrangenment will continue with permanent franchise hol ders
until such time as they are surviving well as pernanent franchise
hol ders, at which tine they will assume the sanme percentile plans

as is in force at Central Ogs at that tine.

PERMANENCY DECLARATI ONS

Al'l permanent franchi se awards are nmade by HCO WNWonly, therefore
the financial arrangenents of interimfranchise holders are in
force in the case of each holder until a permanent franchise is
awar ded, at which tine the above percentil e arrangenents for

per manent holders will go into force for that awarded centre only.

Central Og

Percentil es

The current percentile arrangenent of Central O gs with HCO are:

10% of gross goes to HCO WVt he sane week as earned by the

Central Og.

5% of the Building Fund to the HCO Area Ofice plus Book Sal es,
Speci al Events and ACC Col | ecti ons.

This is nodified as follows for the Sterling Area only:

In any week that the Central Org nmakes a gross in excess of

od, 000 the Continental HCO Ofice of that place receives 5% of that
gross, HCO WNreceives 5% of that gross, and the Area HCO Ofice



recei ves 5% of the Building Fund as before.

This arrangenent will also go into force with permanent franchise
hol ders at such tine as they are sufficiently stable to warrant it,

but will not be mforce for another two years at | east.

Excess Funds

Al HCO Area, City and Continental excess funds should be
forwarded to HCO WW for research.

By Excess Funds is meant nonies not imredi ately needed in running

expenses and publicati on.

L. RON HUBBARD

LRH: dd. cden
Copyright (c) 1959
by L. Ron Hubbard
ALL RI GHATS RESERVED

149

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 29 OCTOBER 1959

CenCcon
Assoc Secs
HCO Secs
Dr Ace

I NTERNATI ONAL
MEMBERSHI P



I nt ernati onal Menbershi p noney has been handed over to the HASI
and should be entered into a special account fromwhich all
printing expenses on the M nor Magazi ne shoul d be nade.

LI FETI ME MEMBERSHI PS

Lifeti me Menmbership noney is to be entered into a special account
and is not to be touched at any time unless with direct consent or
aut hori zation of the Executive Director hinself.

HCO Secretary WV

for L. RON
HUBBARD

LRH:js.rd
Copyright (c) 1959
by L. Ron Hubbard

ALL RI GHTS RESERVED
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint H|ll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 18 NOVEMBER 1959

CenQOCon

HCO CENTRAL ORG FI NANCI AL MCDI FI CATI ONS

On advices from HCGs the following financial nodifications are

made:

The HCO of any Central Org will collect and bank any and all



menber ship nmoni es (but not lifetime nenbers or shares noney)
received by any Central Org and will use this noney to pay for the
make-up, printing and postage of the nonthly nmagazi ne, the Central

Org furni shing addressi ng and envel opi ng services only.

Further HCOs will cease on receipt of this letter to pay 10% of
| ocal HCO i ncone to HCO WV Central Orgs will continue to remt 10%
of their gross incone to HCO WNdirect. Central Ogs will pay 5% of
their Building Fund to the | ocal HCO

Al'l books will be sold by HCO (excepting Anerican Col |l ege, Perth,
and Franchi se Holders with no HCO. HCOw Il give a 20% di scount to
all nenbers of whatever class on books, tapes, congresses and
speci al events but the discount applies to cash sales only. Wole

or partial credit sales carry no discount.

A lifetine nenber or shares nenber may not be promised a magazi ne

as part of his nenbership in any literature.

Alifetinme or shares nenber who al so buys an annual mnenbership
gets an additional 10% di scount on all books and tapes purchases
and gets both magazines (Continental Mnthly and PAB Monthly). This

gives hima 30% di scount on all book and tape record purchases.

HCO receives therefore the whole of CB. MT., pays the whol e of
printing and posting (but not addressing) books, nagazines and pays
the whol e of recording and selling tapes and pays for its supplies,
desks, machi nes (but not address machi nes whi ch nust be owned and
paid for by the Central Og); HCO pays for its personnel, (but not
Sec ED) transport, legal fees, etc., but does not pay rent for
offices contained in a Central Org's quarters, it being of value to
Central Orgs to have HCO on the premi ses; HCO pays for any offices

it rents outside Central Org premni ses.

HCO Continental offices where they exist retain 66 2/3% of all
Franchi se Hol der 10% (not true of U.S. or U K) 33 1/3% of such
nmoney goes to HCO WN



Since HCOis a profit conpany unlike HASI its excess funds are
quarterly sent to HCO WV for disposition. By excess is meant nonies
over and above all expenses and not to be used for |ocal

i nvest nent .

L. RON HUBBARD

LRH: j s. cden
Copyright (c) 1959
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 30 DECEMBER 1960

HCO O fices plus

Vol Secs

REVI SI ON OF HCO PERCENTACES
(Cancels HCO Policy Letter of Cctober 14, 1959)

Because PE Foundation has proved successful and o4, 000 weeks wil |l
be nore evident in the future, HCO Policy Letter of Cctober 14th
1959, "Division of HCO

Per cent ages Revi sed" is herewith cancelled and t he usual

percentages will go to HCO WV and the Area.

LRH: j s. des, cden
Copyright (c) 1960
by L. Ron Hubbard



ALL RI GHATS RESERVED

L. RON HUBBARD

HUBBARD COVMUNI CATI ONS COFFI CE

Saint Hll Mnor, East Ginstead, Sussex

HCO POLICY LETTER OF 6 APRIL 1961

Central Orgs

Al HCCs
Cty Ofices
WV

Do not Rem nmeo

REM TTANCE OF HCO MONI ES TO HCO

Due to the difficulty of collecting |arge suns of noney from
various Commonweal th countries, the policy of sending weekly to HCO
WVt he 10% of all book sales and 33 1/3% of all weekly Franchise

income fromthe |ocal HCO is re-instated.

Monetary restrictions are nore difficult on |arge suns of noney
than on regul ar paynents of small sums of noney; therefore, upon
receipt of this Policy begin sending weekly to HCO WVt he

fol | owi ng:

1. The regular 10% of HASI's weekly incone.

2. The 10% of all book, tape, records, Congress, Special Events,
in other words, 10% of all its weekly income excepting its 5%
i ncome fromthe Central Organization, ACC inconme, and income from

Fr anchi se Hol ders.

3. The 33 1/3% of all weekly Franchise incone. This applies to
all HCO Ofices throughout the world where applicabl e.



LRH:j | . cden
Copyright (c) 1961
by L. Ron Hubbard
ALL RI GATS RESERVED

Mary Sue Hubbard
Treasurer for
L. RON HUBBARD
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 17 JULY 1962

Accts Depts
HCO Secs

Assoc Secs

ACCOUNTS: BANK CHARGES ON
REM TTANCES

Ogs remtting 10%s to WV by bank draft or credit transfer nust

bear the cost of transm ssion and any bank charges.

E. G Mel bourne's 10% for week = Australian o100 - which is
equi valent to o80-British Sterling. Bank charges anmount to
od-British Sterling. WVWnust actually receive a80 - and not o9

(i.e. British Sterling equival ent | ess charges).

WV nust receive the exact equivalent of the Org's 10% and not

this amount | ess bank charges.

This policy letter is effective on receipt and is not



retroactive.

Central Organi zations routinely bear HCO s costs in postage,
mai ling, telex, telegraph, cable and equi pnent, and should bear as
wel |, cost of transmission of funds as a routine adm nistrative

cost.

| ssued by: M ke Righy.
Director of Accounts WV
for
L. RON HUBBARD

LRH: j w. cden
Copyright (c) 1962
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS COFFI CE

Saint Hi |l Manor, East Ginstead, Sussex

HCO POLI CY LETTER OF 19 SEPTEMBER 1962

Assoc Secs

HCO Secs

Acct s

HCO W FORM AC 1

HCO W Form AC 1 is the only Proportionate Breakdown acceptabl e
to HCO WWN Account s.

No exceptions will be acceptable unless specific witten
instructions to the contrary are received by the Director of

Accounts WWfromthe Treasurer WWand OK' d by either L. Ron Hubbard



or Mary Sue Hubbard. So if you require an exception commruni cate
direct RUSH to Treasurer WV

Conmenci ng week ending 4th COctober 1962, HCO WV Form AC 1 (one
sheet |ightweight Pink Fool scap, green printing) will be the only
acceptable form This FormAC | is to be remitted direct to
Accounts Departrment WWwith cheque each week, plus a copy for LRH
info Treas WV

LRH: gl .pmrd
Copyright (c) 1962
by L. Ron Hubbard
ALL RI GATS RESERVED

| ssued by: H. G Parkhouse
Treasurer WN
Aut hori sed by: L. RON HUBBARD

HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi |l Manor, East Ginstead, Sussex

HCO PCLI CY LETTER OF 26 SEPTEMBER 1962
Assoc Secs
HCO Secs

Acct s

HCO WV FORM AC |
(Changes HCO Pol Ltr of Sept 19, 1962)

In accordance with HCO Policy Letter of Septenber 26, 1962,
entitled "Menberships", HCO WWForm AC 1 will be anended as
foll ows:

Line G Del ete Menberships.

Beneath Line B wite Line Bl Menbershi ps.



Line R Change to read:

Add B. Bl, C and D, put total here and on the line to the side.

(Put down twice.)

LRH: w. rd

Copyright (c) 1962

by L. Ron Hubbard

ALL RI GHTS RESERVED

| ssued by: H G Parkhouse
Treasurer WWfor L. RON

HUBBARD
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(Use Green Ink on Iight-weight pink paper)

HCO WWFORM AC 1 (Org nane) ...........c.oovun... (I'n Capitals)

PROPORTI ONATE | NCOVE BREAKDOWN WORK SHEET WEEK ENDI NG

GROSS INCOVE ...ttt Put down total.
DONATI ONS RECEI VED . . Put down total

Bl1. MEMBERSH PS ....... Put down total

C. RENT COLLECTED ...... Put down total

D. LOANS COLLECTED ..... Put down total

E. PHONE CALLS COLLECTED Put down t ot al

F. REFUNDS G VEN ....... Put down t ot al

G Put down the total of all Congress, books, tape

moni es & special event nonies if any were



invoiced by Central Og for HCO ................

H Put down total others .........................

ADD B. Bl, C, DL E, F. G H & put down total here &

on the line to the side. (Put down twice) ..........

J. CORRECTED GROSS | NCOVE. Subtract | fromA

& put down here . ...... .. . .

K. HCO WV 10% Take 10% of J & put down here ................
L. PROPORTI ONATE AMOUNT. Subtract K fromJ & put down here

M SALARY SUM 50% of L. Take 50% of L & put down here .......
N. DI SBURSEMENT SUM Take 30% of L & put down here ........

O Add E & H & put total here & on the line E
to the side (Put down twice) ....... (c)
............ H
Tot al
P. TOTAL

DI SBURSEMENT SUM Add N & O & put total here ....
Q BU LD NG SUM Take

15% of L & put down here ..............

R Add B. Bl, C & D, put

total here & on the line ... B

to the side. (Put down twice) ..B I

Tot al

S TOTAL BUI LDI NG
SUM Add Q &
R & put total here

T. AREA HCO 5% Take 5% of L & put down here ....
U Put Gdown here ...... ... ... ... . ... .



V. TOTAL SUM TO AREA HCO. Add T & U. put total

here & on the line to the side. (Put down tw ce)

BALANCE
CHECK

AA. Put down total Gross Inconme fromline A ...........
Put down total refunds fromline F ..............
Put down HCO WW 10% fromline K .............

Put down Salary Sumfromline M...............

m8 88

Put down Total Disbursement Sumfromline P .....

FF. Put down Total Building Sumfromline S
GG Put down Total HCO Area Sumfromline V

HH. Add BB, CC, DD, EE, FF, GG & put total here & on

the line to the side (Put down tw ce)

1. Subtract HH from AA & put down here (There should be NO
BALANCE) ............

SIGNATURE & TITLE .. .. e

155

HUBBARD COVMUNI CATI ONS OFFI CE

Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 26 SEPTEMBER 1962

HCO Secs

Assoc Secs

Accts Depts

ACCs AND SPECI AL EVENTS



COURSES

Al'l ACCs and Special Events Courses have been, and are currently,

run under the auspices of HCGCs.

As of this date all nonies received for such future Courses nust
be totalled on the |ast day of the Course and the running costs
deduct ed; any excess of inconme will be dispatched to the "L. R

Hubbard Trustee Account".

Wth regard to past and future ACCs and Speci al Events Courses,
any and all paynents received fromthis date forward from past and
future ACCs and Special Events Courses will be paid in full to the
"L. Ron Hubbard Trustee Account"”.

This noney will be remtted VWEEKLY and on a SEPARATE cheque (not
included with 10%etc).

This ruling is made in agreenment with the Copyright Hol ders of
such Technol ogy Tapes and Literature originated by L. Ron Hubbard
for use in these Courses, in as nuch as that all ACCs and Specia
Events Courses shall be run on a non-profit basis and that any
excess of incone over Expenditure shall be deposited with the "L
Ron Hubbard Trustee Account”. This account is a Trust Hol di ng
pendi ng the formation of the Hubbard Sci ent ol ogy Research

Foundat i on.

Any accounts containing such nonies shall now be closed and the

bal ance sent to L. Ron Hubbard Trustee Account.

| ssued by: H. G Parkhouse
Treasurer WV for
L. RON HUBBARD

LRH: dr. cden
Copyright (c) 1962
by L. Ron Hubbard



ALL RI GHATS RESERVED
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HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hll Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 26 SEPTEMBER 1962
HCO Secs
Assoc Secs
Accts Depts

MEMBERSHI PS

As of the date above all Menbership nonies will be received by
HASI, (this does not apply to Share nonies) and shall be deposited
in the Building Fund where it will be allowed to accunul ate. Such
noney as is deposited may not be used without direct orders fromlL.
Ron Hubbard or Mary Sue Hubbard.

The costs of magazine nailings (i.e. Certainty, Ability, etc.)

will be borne by HASI.

LRH: j w. cden
Copyright (c) 1962
by L. Ron Hubbard
ALL RI GATS RESERVED

| ssued by: H. G Parkhouse Treasurer
WVfor L. RON
HUBBARD

[Inportant. See also HCO Policy Letter of 11 April 1963, Menberships,
on page 252.]



HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Minor, East Ginstead, Sussex

HCO POLI CY LETTER OF 26 SEPTEMBER 1962
CenQOCon

HUBBARD SCl ENTOLOGY RESEARCH FOUNDATI ON

This Foundation is to be formed with the purpose of receiving
donations, gifts, dues, etc. and then disposing of such accumul at ed
funds as grants, loans or gifts to further Scientol ogy Research in

accordance with its ainms and purposes.

Any nonies remtted to this proposed Foundation pending its
formati on shoul d be nade payable to the "L. Ron Hubbard Trustee

Account ™.

H. G Par khouse

Treasurer WV

LRH: gl . rd

Copyright (c) 1962
by L. Ron Hubbard
ALL RI GATS RESERVED

for

L. RON HUBBARD
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HUBBARD COVMUNI CATI ONS COFFI CE

Saint Hi |l Manor, East Ginstead, Sussex

HCO POLI CY LETTER OF 1 FEBRUARY 1963

Central Orgs
HCO Secs



Assoc Secs

HCO AREA 5%

(Cancels earlier directives)

Ef fective imedi ately the paynent of 5% of the corrected gross
i ncome by the Central Organisation or City Ofice to its attached
HCO Area Ofice is cancelled. As a corollary to this, the HASI or
FC will pay the salary (units) of its attached HCO Staff Menbers.
For the present this will also apply to HCO Continental O fices.

As a result of this, the area 5% sumis added to the Sal ary Sum
which will now stand at 55% of the corrected Gross | ncone. An
anended version of FormAC 1 is attached, the form of which should

be introduced inmediately in all orgs.

Al routine adm nistrative expenses of an area HCO and-where
appl i cabl e-a Continental HCO, nust be borne by the Central
Organi sation to which the HCO is attached. This would include cost
and mai nt enance of tel ex machi nes, tel egraphic and tel ephone
charges, postal and mail charges, etc. The services which HCO
provide and nmaintain, such as the telex, are for the benefit of the
Central Organisation and should therefore be paid for by the
Central Og.

| ssued by: M ke Ri gby
Director of Accounts WV
for L. RON HUBBARD

Aut hori sed by: L. RON HUBBARD

LRH: jw. rd

Copyright (c) 1963
by L. Ron Hubbard
ALL RI GATS RESERVED

[Note: The error in the original mmeo i ssue O Form ACl opposite

has been



corrected per HCO
P/ L
6 February 1963, HCO Area 5%s. ]
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(Use Green Ink on |ight-weight pink paper)

HCO WWFORM AC 1 (Org nane) ............c.oou...

PROPCRTI ONATE | NCOVE BREAKDOMWN WORK SHEET WEEK ENDI NG

A GROSS INCOMVE ........ Put down t ot al _

B. DONATI ONS RECEI VED .. Put down total

Bl. MEMBERSH PS ........ Put down total
o RENT CCOLLECTED Put down total
Do LOANS COLLECTED Put down total

E ..o PHONE CALLS COLLECTED Put down tot al
Foo REFUNDS 3 VEN Put down t ot al

G Put down the total of all Congress, books, tape

noni es & special event nonies if any were

i nvoi ced by Central Org for HCO ................

H Put down total others .........................
I. ADDB. Bl, C D E F, G H &uwutdow total here &
on the line to the side. (Put down twice) ..........
J. CORRECTED GROSS | NCOVE. Subtract | fromA

& put down here .......... ... ... .. . .. ..

Ko HCO WV 10%
Take 10% of J & put down here

L. PROPORTI ONATE AMOUNT. Subtract K fromJ & put down here



SALARY SUM 55% of L. Take 55%of L & put down here
N. DI SBURSEMENT SUM Take 30% of L & put down here

O Add E & H & put total here & on the line E
to the side (Put down twice)
.......... (I'n Capitals)

Tot al
P. TOTAL
DI SBURSEMENT SUM
Add N & O & put total here .....

Q BU LD NG SUM Take 15% of L & put down here

R Add B. Bl, C & D, put total here &on theline ... B

to the side. (Put down twice) ..B |

Tot al
S. TOTAL BUI LDI NG
SUM Add Q & R & put total here ..........
T. SUM TO AREA HCO.

Put G down here twice......

BALANCE
CHECK

AA. Put down total Gross incone fromline A ....

BB. Put down total refunds fromline F .............. CC. Put
down HCO VW 10% fromline K ............. DD. Put down
Salary Sumfromline M............... EE. Put down Tot al

Di sbursenent Sumfromline P ... .. FF. Put down Tot al



Building Sumfromline S.......... GG Put down Total HCO
Area Sumfromline |' ....... HH. Add BB, CC, DD, EE,
FF, GG & put total here & on the line to the side (Put down

twice) .............

11. Subtract HH from AA & put down here (There should be NO

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 13 FEBRUARY 1963

Australia Only
HCO Exec Sec ANZO
HCO Sec Perth

HCO Sec Sydney

HCO 10%s DUE TO WV

Effective immediately all HCO 10% due to WVWwi |l be forwarded
directly to WV acconpani ed by copies of the appropriate form AC42.

These nonies will not be sent to Ml bourne HCO or to the HCO

Secretary ANZO. They nust be routed to the Director of Accounts WV

This directive applies particularly to HCO Perth and HCO Sydney.

LRH: dr. cden
Copyright (c) 1963
by L. Ron Hubbard
ALL RI GATS RESERVED



L. RON HUBBARD

HUBBARD COMMUNI CATI ONS OFFI CE
Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 16 APRIL 1963
HCO Secs
Assoc Secs

Accts Depts

REVI SI ON OF CONGRESS PAYMENTS TO HCO WWNV

The paynment to HCO WV of 50% of Congress gross takings is
cancel l ed. Instead a paynent of 10% of the gross takings wll be
remtted to HCO WV This will appear on the revised HCO Accounts
Form AC. 43, Section B - part 4.

Per sonal Congresses given by L. Ron Hubbard are not included in

this directive.

LRH: gl . cden
Copyright (c) 1963
by L. Ron Hubbard
ALL RI GATS RESERVED

| ssued by: MR Rigby Director of

Accounts for L. RON

HUBBARD

Aut hori zed by: L. RON HUBBARD
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HUBBARD COVMUNI CATI ONS OFFI CE
Saint Hi|ll Mnor, East Ginstead, Sussex



HCO POLI CY LETTER OF 14 JANUARY 1964
CenCCon
CONTI NENTAL AND AREA HCO FI NANCE
PCLI CI ES

Al HCO Area and ot her offices excepting only HCO WV and HCO

Sthil should be on the followi ng salary and expense arrangenents.

HCO Area and Continental personnel are paid fromthe Salary Suns
of the Org to which attached.

Al HCO Area and Continental expenses are paid fromthe

Di sbursenent Sum of the Org to which attached.

There is no HCO Local 5% paid to Local HCO by the Org to which

at t ached.

HCO Area and Continental have no separate accounts system of
their owmn. Al their accounts are handled by the Org to which

att ached.

Book Sal es nmoney and Special Events (such as Congress fees) are
hel d and banked under the direction of the senior HCO of ficial of
the area to ensure that the Central Org does not use this noney for
operating expenses but for book, tape and filmreplacenment and
bills. The mailing costs, personnel handling such itens and a
quarters charge, as well as Congress costs, etc. may be deducted
from book receipts by the Central O ganization. Such receipts,
books, tapes, filmand special events nmust not be used for Central
Org operating expenses as this would drastically reduce

di sseni nati on.

Menber ship nmoni es are al so separately banked.

The Salary Sum of Central Orgs has been increased to 55%to
compensat e payi ng HCO st af f



Al'l magazi ne costs and mailings are paid for by the Central

Organi zati on.

An additional 5% of the receipts of an organization is
contenpl ated as payable to HCO (WN Ltd. for administrative
expenses now that HCO (WN Ltd. is a separate corporation.
Heretofore | have financed HCO WN's costs out of ny 10% and own
income. This 10%is desperately needed to hel p defray research
costs and al though still subnitted as Administrati on Expenses will
be used in research. | amengaged in the conpilation, recording and
preparati on of the whole of Scientol ogy, the nost expensive step.
Heretof ore | have borne research costs out of inconme intended for
me personally. | no longer choose to do so as the nbst expensive
research step is just ahead of us - witing it all up and

publishing it, a step which is the nost expensive of all.

Therefore, financial reorganization is in order if we ever are to
have all the data of Scientology in an organized codified and

publ i shed state.

L. RON HUBBARD

LRH: gl . rd

Copyright (c) 1964
by L. Ron Hubbard
ALL RI GATS RESERVED
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HUBBARD COVMUNI CATI ONS COFFI CE

Saint Hill Mnor, East Ginstead, Sussex

HCO POLI CY LETTER OF 30 NOVEMBER 1964

CGen Non- Rem neo
HCO BOOK ACCOUNT



The handling of this account is of considerable interest in view

of new nmenbershi p and book ad policies.

As all corporations are now HASI, Inc of DC except in the US
where they are churches, all HCO Book Accounts are of course under
the sane corporate nane as the main organi zati on. Thus even a

church organi zation holds the HCO account in its own nane.

For exanple: the Mel bourne HCO Book Account would be called at
the bank HASI, | NC HCO DI V ACCOUNT.

For a Church, this would be FCDC HCO DIV ACCOUNT. "Div" of course
stands for Dl VI SI ON

The signatories of the account should be the HCO Area Sec and one
other officer, not the Assn/Og Sec. and each cheque shoul d bear
two signatures to be valid. Three persons, the HCO Area Sec. and
two others nay be nanmed of which any two out of the three

signatures can be valid.

The account also carries as a signature ny own nanme, that of Mry
Sue Hubbard as Secretary and of Marilynn Routsong as Treasurer, any

one of these three signatures being valid to withdraw.

The account is handl ed by the regul ar Accounts Unit of the

organi zation, not by a separate systemin HCO

I nvoicing to the HCO Account is, however, done on a separate
i nvoi ce machine in the Accounts Unit. On this machine no other than
HCO funds are invoiced. Al nenbership receipts for Associate (5
shillings or $1), international and Lifetine Menberships are
i nvoiced only on this nmachine. Al book, tape, neter and insignia
sales are invoiced on this nmachine. Al Congress and tape play

recei pts are invoiced on this machine.

There is al so a separate di sbursement voucher machi ne and all

di sbursements fromthe HCO Div Acct are disbursed only with a



voucher fromthe di sbursenment machi ne. Even when a cheque on the
account is witten a disbursement voucher is also witten. If the
voucher has on it a printed "HCO Division of HASI, Inc. Wth CQur
Conpliments" no transmission letter is needed with the cheque as
the data of what is being paid is on the voucher. Thus Accounts

does not need an additional letter to go with a cheque.

An office which is too snall to afford two invoi ce machi nes can
do as well with a Sal es Book for Incone and a Di sbursenent Book for
di sbursenents, such as they have in Departnent Stores, providing
the books give adequate carbons and are used consecutively (one
book conpl eted before another is started). These books can al so be
printed and have carbon pages. One copy remains in the book and

when finished that book beconmes part of accounts records.

You nust be very careful in Invoicing and properly depositing
nmenbership funds particularly as many states and countries have

regul ati ons concerni ng such records of nenbership
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No books may be invoiced to the Central Og or Gty Ofice
general accounts for any reason. All book sales are invoiced only
to the HCO Div Acct.

In sone orgs, reception does all invoicing. Wen this is done,
the sane procedure applies, and the same invoice nachines or books
are used, but the disbursenent nmachine or book is kept by the
Accounts Unit.

No wages of any kind nay be paid fromthe book account.

The only postage which may be paid fromthe account is book or

magazi ne postage.

No correspondence postage nmay be paid fromthe account.



No rent may be paid fromthe account.

No | oans may be made fromthe account.

Book and tape purchases may be nade fromthe account.

Magazi ne printing and postage bills nmay be paid fromthe account,
but no extravagant increases in printing quality or volume may be
paid fromit, nor may brochures or mailings announcing service be
paid fromit. Further, nmagazine bills for magazi nes which do not
have hal f their advertising space taken up with book and nenbership

ads may not be paid fromthe account.

The organi zation pays any sal aries or space rental connected with
books or tape handling. Congress hall space nay, however, be paid

fromthe account.

The above arrangenent is equitable to the organization in that it
receives without further cost to it all its training and processing

ads in nagazines and, the full benefit of the increased business.

Advertising fees may be paid fromthe HCO Div Acct but only for
book ads. No general advertising of the org may be paid for from
the account. No personnel ads or PE ads may be paid fromthe
account or be included in ad coverage contracts. No advisory fees

may be paid to advertising firns fromthe account.

In handling this account, great care nust be taken to buy enough
book stock so as to have stock available to nmail in response to
ads. Air freight of books is very dear from Saint H Il or
Washi ngton to Commonweal th countries and books nust be ordered in

time to arrive surface and pass through | ocal custons.

No of fice should ever seek to enter books or neters into its
country free of charge on grounds of "educational" or "religious"

materials, as there is no surer way to stop receipt of books. Somne



book departnments are mad on the subject of "getting it in for free"
and wi |l doodl e about for nobnths, wasting ten tinmes the price of
the duty in |l ost boo